AUTOMOTIVE WORKSHOP FLOOR MANAGEMENT & WORKFLOW OPTIMIZATION CHECKLIST 2026
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--- PRE-SHIFT WORKSHOP READINESS & FACILITY INSPECTION ---
[ ] Inspection Date
[ ] Inspection Start Time
[ ] Safety Equipment Status Check (Fire Extinguishers Inspected & Accessible, First Aid Kit Fully Stocked, Eye Wash Station Functional, Spill Kits Available and Full)
[ ] Workshop Lighting Condition (All Lights Operational, Some Bulbs Need Replacement, Critical Lighting Issues Detected)
[ ] Identified Facility Deficiencies
[ ] Photo Evidence of Floor Condition
[ ] Workshop Supervisor Verification

--- WORK ORDER DISTRIBUTION & TECHNICIAN ASSIGNMENT ---
[ ] Work Order Assignment Date
[ ] Work Order Number
[ ] Assigned Technician (Senior Technician, Junior Technician, Apprentice, Specialist/Master Tech)
[ ] Repair Priority Level (Emergency/Urgent, Standard, Scheduled/Routine)
[ ] Required Skill Sets (Electrical/Diagnostic, Mechanical/Engine, Brakes & Suspension, Body/Collision, HVAC)
[ ] Specific Instructions or Technician Notes
[ ] Service Manager Approval

--- BAY & EQUIPMENT ALLOCATION MANAGEMENT ---
[ ] Assigned Service Bay Number (Bay 01, Bay 02, Bay 03, Bay 04, Bay 05)
[ ] Required Specialized Equipment (Two-Post Lift, Alignment Machine, Diagnostic Scanner, Hydraulic Press, AC Recovery Machine)
[ ] Equipment Condition Status
[ ] Scheduled Equipment Start Time
[ ] Floor Manager Approval

--- PARTS & CONSUMABLES AVAILABILITY AUDIT ---
[ ] Required Parts Categories for Current Jobs (Engine Components, Brake & Suspension Parts, Electrical & Sensor Components, Filters & Lubricants, Exhaust & Emission Parts)
[ ] Inventory Availability Status (Fully In-Stock, Partially In-Stock (Pending Delivery), Backordered, Out of Stock / Requires Urgent Order)
[ ] Missing or Backordered Part Numbers
[ ] Discrepancy Notes & Urgent Procurement Instructions
[ ] Last Inventory Audit Completion Date
[ ] Parts Manager Verification

--- REAL-TIME WORKFLOW MONITORING & PROGRESS TRACKING ---
[ ] Inspection Date
[ ] Observation Time
[ ] Current Workshop Status (Smooth Flow, Minor Bottlenecks, Critical Delay/Stall)
[ ] Identified Bottleneck Areas (Parts Delay, Technician Shortage, Tool/Equipment Malfunction, Diagnostic Delay, Customer Approval Pending)
[ ] Number of Active Vehicles in Progress
[ ] Detailed Observations & Delay Notes
[ ] Workshop Manager Verification

--- QUALITY CONTROL & RE-WORK PREVENTION ---
[ ] Completed Inspection Points (Fluid Levels & Leaks Checked, Brake System Integrity Verified, Tire Pressure & Tread Depth Confirmed, Torque Specifications Validated, Diagnostic Error Codes Cleared)
[ ] Final Quality Grade (Pass - Ready for Delivery, Fail - Requires Immediate Re-work, Pending - Awaiting Parts/Second Opinion)
[ ] Identified Defects or Discrepancies
[ ] Post-Repair Photo Documentation
[ ] Lead Technician Approval

--- TECHNICIAN PRODUCTIVITY & EFFICIENCY METRICS ---
[ ] Date of Productivity Review
[ ] Total Billable Hours Logged
[ ] Total Clocked/Actual Hours Worked
[ ] Labor Efficiency Ratio (%)
[ ] Primary Bottleneck Identified (Parts Availability, Equipment Downtime, Insufficient Staffing, Complex Diagnostics, Other)
[ ] Notes on Productivity Impediments
[ ] Workshop Manager Approval

--- WORKSHOP CLEANLINESS & 5S ORGANIZATION STANDARDS ---
[ ] Workstation Cleanliness Status (Clean and Organized, Needs Attention, Unacceptable / Action Required)
[ ] 5S Compliance Checklist (Tools returned to designated shadow boards/cabinets, Floor free of oil spills and debris, Waste bins and oily rag containers emptied, Aisles and emergency exits clear of obstructions, Workbenches wiped down and cleared of scrap)
[ ] Cleaning Deficiencies & Corrective Actions
[ ] Last Deep Clean Completion Time
[ ] Floor Supervisor Verification

--- END-OF-SHIFT HANDOVER & DOCUMENTATION ---
[ ] Handover Date
[ ] Shift End Time
[ ] Pending Tasks for Next Shift (Unfinished Repair Orders, Awaiting Parts Delivery, Vehicle Awaiting Quality Inspection, Customer Follow-up Required)
[ ] Detailed Shift Incident/Delay Report
[ ] Photos of Unfinished Work or Issues
[ ] Outgoing Supervisor Signature
[ ] Incoming Supervisor Signature
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