@ ChecklistGuro

Inventory Restocking & Supply Chain
Task Checklist 2026

Inventory Audit & Stock Level Assessment

Steps to conduct physical counts, identify discrepancies, and determine
minimum threshold levels for all SKUs.

Audit Completion Date

(Enter date... )

Warehouse Zone/Aisle Inspected
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Audited SKU/Item Name

(Write something... )



https://checklistguro.com/

Physical Count Quantity

(Enter a number... )

Expected System Quantity

(Enter a humber... )

Discrepancy Status

(] No Discrepancy

(] shortage Detected

(] Overage Detected

(] bamaged Goods Found

Discrepancy Notes & Root Cause Analysis

Write something...

Auditor Verification Signature

Reorder Point & Demand Forecasting

Analysis of sales trends, seasonal demand forecasting, and identification of
items requiring immediate replenishment.



Forecast Review Date

(Enter date...

SKU or Product Name

(Write something...

Current Stock Level

(Enter a nhumber...

Minimum Reorder Point (Safety Stock)

(Enter a nhumber...

Demand Trend
(] Increasing

(] stable

(] Decreasing

Forecasting Assumptions & Notes

Write something...




Historical Sales Report

¢ Upload File

Supplier & Vendor Communication

Tasks related to issuing Purchase Orders (POs), confirming lead times, and
verifying updated pricing with vendors.

Primary Vendor Contact Name

(Write something...

Vendor Communication Channel
(] Email

(] Phone Call

(] Supplier Portal

(] EDI (Electronic Data Interchange)

Last Communication Date

(Enter date...

Summary of Order Negotiation/Discussion

Write something...




Confirmed Purchase Order Copy

¢ Upload File

Procurement Officer Approval

Procurement & Purchase Order Management

Procedures for generating, approving, and transmitting formal purchase orders
to approved suppliers.

Purchase Order Date

(Enter date... )

Purchase Order Number

(Write something... )

Vendor Selection
(] Primary Supplier
D Secondary Supplier
D New Vendor



Total Order Value

(Enter a number... )

Order Items Included
(] Raw Materials
(] Finished Goods

(] Packaging Supplies
(] consumables

Attach Approved PO Document

> Upload File

Procurement Manager Approval

Receiving & Quality Control Inspection

Steps for verifying incoming shipments against packing slips, inspecting for
damages, and validating quantity accuracy.

Inspection Date

(Enter date...




Purchase Order (PO) Number

(Write something...

Quantity Received

(Enter a nhumber...

Inspection Status
(] Passed

(] Failed

(] Partial Acceptance

Quality Check Checklist
D Packaging Intact

D Correct Item Match

[[J No Visible Damage

D Expiry Date Valid

Damage or Discrepancy Notes

Write something...

Photo Evidence of Damaged Goods

> Upload File



Inspector Signature

Inventory Integration & System Updates

Updating ERP/WMS systems, reconciling digital stock levels, and finalizing all
inbound transaction records.

System Update Completion Date

(Enter date... )

Inventory Management System (IMS) Reference ID

(Write something... )

Total SKU Count Updated

(Enter a humber... )

Update Status

(] Pending

(] In Progress

(] Completed

(] Flagged for Error



Data Fields Updated
(] Unit Cost

(] stock Quantity

(] Reorder Point

(] Expiration Date

(] Bin Location

Updated Inventory Reconciliation Report

> Upload File

Inventory Controller Verification

Warehouse Storage & Put-away Optimization

Tasks for organizing new stock into designated bin locations and optimizing
shelf space for high-velocity items.

Storage Zone Assighment
(] Ambient Temperature Zone
(] Climate Controlled Zone

(] Hazardous Materials Zone
(] High-Security/Valuable Zone



Specific Bin/Rack Location ID

(Write something... )

Put-away Verification Checklist
(] Label/Barcode Scanned

(] Unit Orientation Checked

(] safety Clearance Verified

(] Weight Distribution Confirmed

Photo of Completed Arrangement

> Upload File

Warehouse Supervisor Approval

Logistics & Incoming Shipment Tracking

Monitoring transit status, managing freight documentation, and coordinating
dock scheduling for deliveries.

Expected Delivery Date

(Enter date... )




Carrier/Freight Provider Name

(Write something... )

Shipment Status
(] In Transit

(] At Customs

(] Out for Delivery

(] Delayed

Tracking Number

Gnter a humber... )

Waybill or Bill of Lading (BOL)

> Upload File

Logistics Coordinator Verification

Discrepancy Resolution & Claims
Management

Procedures for handling short shipments, damaged goods, and filing vendor
credit memos.



Discrepancy Type

(] Short Shipment

() Damaged Goods

(] Incorrect Item Received
(] Duplicate Shipment

(] Pricing Mismatch

Discrepancy Quantity

(Enter a humber...

Issue Description

Write something...

Date Discrepancy Identified

(Enter date...

Supporting Evidence (Photos/Invoices)

¢ Upload File

Warehouse Manager Approval




Post-Restock Review & Performance Audit

Final verification of stock accuracy and updating the supply chain
replenishment cycle based on recent performance.

Audit Completion Date

(Enter date...

Restock Accuracy Rating

(] Excellent (No Discrepancies)
(] Good (Minor Discrepancies)

D Poor (Significant Discrepancies)

Total Discrepancy Count

Gnter a humber...

Discrepancy Notes & Root Cause Analysis

Write something...

Audit Report Documentation

¢y Upload File



Inventory Manager Approval

( 4 Generate Sample Report >




