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Automotive Workshop Productivity &
Technician Efficiency Checklist 2026

Pre-Shift Preparation & Resource Readiness

Ensuring all technicians have the necessary tools, diagnostic equipment, and
workstation readiness before the workday begins to minimize downtime.

Inspection Date

(Enter date... )

Shift Start Time

Gnter time... )

Essential Tool Kit Readiness

(] Hand Tools Verified

(] Diagnostic Scanners Charged

D Pneumatic/Power Tools Functional

(] safety Gear (PPE) Available
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Workstation Cleanliness Status
(] Ready for Use

(] Needs Cleaning

(] Maintenance Required

Missing Equipment or Tool Deficiencies

Write something...

Supervisor Verification

Work Order & Job Assignment Management

Evaluating the efficiency of the dispatch process, workload distribution, and the
clarity of technician instructions for each assigned task.

Work Order Assignment Date

(Enter date... )




Assigned Technician
(] Technician A
(] Technician B
(] Technician C
(] Technician D

Work Order Number

(Write something...

Task Priority Level

D Low

D Medium

(] High

(] Urgent/Emergency

Job Description & Specific Instructions

Write something...

Estimated Completion Time

(Enter time... )

Estimated Labor Hours

(Enter a nhumber...




Service Advisor Approval

Technician Tool & Equipment Utilization

Monitoring the availability and functional state of specialized tools and
diagnostic scanners to prevent delays caused by equipment failure or
unavailability.

Essential Diagnostic Tools Available
(] oBD-Il Scanners

(] Multimeters

(] Compression Testers

(] Brake Testers

(] Hydraulic Pressure Gauges

Condition of Shared Shop Equipment
(] Operational - No Issues

D Operational - Minor Wear

(] Requires Immediate Maintenance

(] out of Service

Number of Damaged or Missing Tools Identified

(Enter a nhumber...




Equipment Maintenance Notes

Write something...

Upload Photos of Damaged Equipment

> Upload File

Technician Acknowledgment of Tool Check

Labor Time & Flat Rate Efficiency Tracking

Analyzing the variance between actual repair time and estimated flat-rate hours
to identify bottlenecks in technical execution.

Audit Date

Gnter date... )

Total Billable Hours Completed

(Enter a humber... )




Total Clocked Hours (Labor Hours)

(Enter a number... )

Efficiency Percentage (%)

(Enter a humber... )

Primary Delay Cause
(] Parts Delay

(] Tool Unavailability
(] Complex Diagnosis

(] Incomplete Documentation

(] other

Detailed Notes on Productivity Bottlenecks

Write something...

Service Manager Approval

Parts Availability & Workflow Integration

Reviewing the synchronization between the service bay and parts department
to ensure components are delivered to technicians promptly.



Parts Availability Status

(] In Stock

(] ordered - Pending Delivery

(] Backordered

D Missing/Urgent Action Required

Missing Part Identification

(Write something...

Expected Delivery Date

Gnter date...

Quantity of Parts Required

(Enter a nhumber...

Workflow Bottleneck Causes
D Delayed Vendor Delivery

D Incorrect Part Ordered

(] Inventory Discrepancy

D Pending Parts Inspection

Delivery Note or Invoice Upload

> Upload File




Workshop Bay Throughput & Cycle Time

Measuring the total time a vehicle spends in a service bay from arrival to
completion to optimize bay turnover rates.

Vehicle Arrival Date

(Enter date...

Time Vehicle Entered Service Bay

(Enter time... )

Time Service Completed

(Enter time... )

Total Minutes in Bay

(Enter a nhumber...

Primary Delay Reason

(] waiting for Parts

(] Technician Availability

(] Diagnostic Complexity
(] Equipment Malfunction
(] No Delay Encountered



Notes on Workflow Bottlenecks

Write something...

Workshop Manager Verification

Digital Documentation & Real-Time Reporting

Auditing the use of shop management software for real-time updates, digital
inspections, and accurate time-stamping of completed tasks.

Software Management System Used
(] Cloud-Based DMS

C] Legacy On-Premise System

(] Manual/Paper-Based

Completed Digital Documentation Tasks
(] Digital Vehicle Inspection (DVI) Uploaded
D Technician Time Logs Updated

(] Photos/Videos of Findings Attached

C] Parts Estimates Approved Digitally



Number of Digital Work Orders Completed Today

(Enter a number... )

Daily Productivity Report Screenshot

> Upload File

Discrepancies Found in Digital Records

(Write something... )

Service Manager Verification

Quality Control & Re-Work Prevention

Implementing inspection checkpoints to identify errors early and reduce the
frequency of 'comebacks' or secondary repairs.

Quality Inspection Checkpoints Completed
(] Fluid Levels & Leak Check

D Torque Verification (Wheel/Lug Nuts)

D Diagnostic Scan Reset

(] Test Drive Completed

(] Cleanliness & Workshop Debris Removal



Final Inspection Outcome
(] Pass - Ready for Delivery
(] Fail - Re-work Required
(] Pending - Awaiting Parts

Discrepancies or Re-work Findings

Write something...

Post-Repair Photo Documentation

> Upload File

Lead Technician Approval

Technician Training & Skill Development

Tracking ongoing competency assessments and the adoption of new
automotive technologies and EV-specific repair protocols.

Last Training Completion Date

(Enter date...




Skill Competency Areas Covered
(] Electric Vehicle (EV) Systems

(] Advanced Diagnostic Software

(] Hybrid Powertrain Maintenance
(] ADAS Calibration

(] ADAS Sensor Repair

Training Hours Logged (Monthly)

(Enter a humber... )

Training Assessment Notes & Skill Gaps Identified

Write something...

Training Certificate or Certification Document

> Upload File

Supervisor Validation Signhature

End-of-Day Performance Review & Reporting

Summarizing daily productivity metrics, identifying completed vs. pending jobs,
and preparing the schedule for the following shift.



Review Date

(Enter date...

Shift End Time

(Enter time... )

Total Completed Work Orders

(Enter a nhumber...

Total Billable Hours Achieved

(Enter a nhumber...

Overall Daily Productivity Rating
(] Exceeded Targets

(] Met Targets

(] Below Targets

Summary of Unfinished Tasks & Pending Delays

Write something...




Workshop Manager Approval

( 4 Generate Sample Report >




