OFFICE SUPPLY INVENTORY OBSOLESCENCE CHECKLIST

Created by ChecklistGuro (https://checklistguro.com)


--- ITEM IDENTIFICATION ---
[ ] Item ID
[ ] Item Name
[ ] Manufacturer
[ ] Current Quantity
[ ] Current Location
[ ] Date Received
[ ] SKU

--- USAGE TREND ANALYSIS ---
[ ] Units Sold - Last 3 Months
[ ] Units Sold - Same Period Last Year
[ ] Trend Compared to Last Year (Increased, Decreased, Stable)
[ ] Notes on Usage Changes
[ ] Date of Last Significant Usage Change
[ ] Factors Influencing Usage Decline (New Competitor, Change in Customer Needs, Price Increase, Discontinued Product Line)

--- TECHNOLOGICAL OBSOLESCENCE ---
[ ] Is the item functionally replaced by newer technology? (Yes, No, Unsure)
[ ] Describe the technological advancements that have impacted this item's relevance.
[ ] Estimated Remaining Useful Life (in years)
[ ] Does the item still meet current industry standards? (Yes, No, N/A)
[ ] Date of last technology update or assessment
[ ] Which industry standards does this item no longer meet? (Safety Standards, Performance Standards, Efficiency Standards, Connectivity Standards, Other)

--- SUPPLIER DISCONTINUATION ---
[ ] Supplier Discontinuation Announcement Date
[ ] Details of Supplier Notification
[ ] Reason for Discontinuation (Supplier Provided) (Product Phase-Out, Business Restructuring, Supply Chain Issues, Contract Expiration, Other)
[ ] Estimated Remaining Stock Units (Based on Supplier Data)
[ ] Supplier Communication Method (Email, Phone, Written Letter, Online Portal)
[ ] Attachment: Supplier Discontinuation Notice

--- INVENTORY QUANTITY ---
[ ] Current Quantity on Hand
[ ] Average Monthly Usage
[ ] Safety Stock Level
[ ] Last Replenishment Date
[ ] Days of Supply
[ ] Replenishment Strategy (Manual, Automated)
[ ] Notes on Quantity & Replenishment

--- POTENTIAL DISPOSAL/LIQUIDATION OPTIONS ---
[ ] Preferred Disposal Method (Donation, Discounted Sale, Write-Off, Recycling, Trade-In)
[ ] Estimated Donation Value (if applicable)
[ ] Discount Percentage (if discounted sale)
[ ] Proposed Sale/Donation Date
[ ] Justification for Disposal Method
[ ] Recipient Organization (if donating)
[ ] Supporting Documentation (e.g., donation receipt)

--- RECORD KEEPING & DOCUMENTATION ---
[ ] Obsolescence Assessment Date
[ ] Detailed Assessment Notes
[ ] Estimated Write-Off Value
[ ] Disposal Method Chosen (Donation, Liquidation, Write-Off)
[ ] Justification for Disposal Method
[ ] Supporting Documentation (e.g., Valuation Reports)
[ ] Employee Responsible
[ ] Date of Disposal/Write-Off

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/inventory-management/office-supply-inventory-obsolescence-checklist
(Click "Install Template" to launch your digital inspection tool immediately)
