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Order Fulfillment Cycle Time
Optimization Checklist

Order Receipt & Processing

Focuses on efficiency in receiving, validating, and entering orders into the system.
Includes tasks related to data accuracy and initial processing speed.

Average Order Receipt Time (minutes)

Enter a number...

Percentage of Orders with Complete Information at Receipt

Enter a number...

Order Entry Method (Manual vs. Automated)
(] Manual Data Entry
(] Automated (EDI, API)

Description of Order Validation Process

Write something...
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Current System for Order Management (e.g., ERP, WMS)
(] ERP System (Specify)

[[J wMS System (Specify)

] Custom System

(] Spreadsheets

Number of Order Processing Staff

Enter a number...

Date of Last Order Processing Workflow Review

Enter date...

Inventory Management & Picking

Covers inventory accuracy, availability, location strategies, and the speed & accuracy of
the picking process. Addresses potential stockouts and bottlenecks.

Current Average Picking Time (minutes/order)

Enter a number...

Inventory Accuracy Rate (%)

Enter a number...



Current Picking Method
(] Single Order Picking

(] Batch Picking

(] Zone Picking

(] wave Picking

(] other

Challenges with Current Inventory Location Strategy
(] Difficult to Locate Items

(] Inefficient Layout

(] High Travel Distance

(] Lack of Visibility

[J No Issues

Describe Current Inventory Layout and Organization

Write something...

Current Inventory Management System (IMS)
D Manual System (Spreadsheets)

(] Basic IMS

(] Advanced IMS

[JNo IMS

Average Number of Stockouts per Month

Enter a number...



Details about any frequent stock-related issues

Write something...

Packing & Quality Control

Focuses on packaging efficiency, materials optimization, and ensuring accuracy and
damage prevention during packing. Includes quality checks before shipment.

Average Packing Time per Order (Minutes)

Enter a number...

Percentage of Orders with Incorrect Packaging

Enter a number...

Current Packing Material Selection Method
(] Manual Selection

[[] Automated System

(] Combination of Both

Quality Control Checks Performed (Select All That Apply)
(] visual Inspection

[[] weight Verification

(] Dimension Verification

(] Label Accuracy Check

(] bamage Check



Detailed Description of Current Quality Control Procedures

Write something...

Sample Packing List | Procedure Document
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Number of Packing Errors Found Per 100 Orders

Enter a number...

Current Packaging Material (Standard)
(] cardboard Box

(] Padded Envelope

[[] Custom Packaging

Shipping & Transportation

Covers carrier selection, route optimization, shipping label accuracy, and transit time
reduction. Considers both inbound and outbound transportation.

Average Transit Time (Days)

Enter a number...



Primary Carrier(s) Used

(Jups
(] FedEx
[(Jusps
(JDHL

(] Other (Specify in LONG_TEXT)

If 'Other’ carrier selected, please specify:

Write something...

Shipping Zones Served (Select all that apply)
[] Domestic

(] International - North America

(] International - Europe

(] International - Asia

(] International - Other

Percentage of Shipments with On-Time Delivery (KPI)

Enter a number...

Shipping Method Default (for standard orders)
(] Ground

(] 2-Day Air

(] Next-Day Air

(] Other (Specify in LONG_TEXT)



If 'Other' shipping method selected, please specify:

Write something...

Shipping Cost per Average Order (USD)

Enter a number...

Returns Processing & Reverse Logistics

Addresses the efficiency of handling returns, inspecting returned goods, restocking, and
issuing refunds or replacements. Aims to minimize the impact of returns on overall cycle

time.

Average Return Processing Time (Days)

Enter a number...

Primary Reason for Returns
[[] Defective Product

(] wrong Product Shipped

[[] Damaged in Transit

(] Customer Changed Mind

] sizing Issues

(] other

Description of Current Returns Workflow

Write something...



Current Return Disposition Methods
(] Restock

(] Refurbishment

(] Return to Supplier

(] Discard

(] Donation

Percentage of Returns Restocked Within 24 Hours

Enter a number...

Date of Last Reverse Logistics Process Review

Enter date...

Current Carrier Used for Returns
(] carrier A

(] carrierB

(] Customer Pays

(] other

Summary of Customer Feedback Regarding Returns Experience

Write something...

Technology & Systems

Evaluates the effectiveness of current systems (WMS, TMS, OMS) and identifies
opportunities for automation, integration, and improved data visibility.



Current Warehouse Management System (WMS)
(] Existing System A

[[] Existing System B

[(JNowMs

] Custom Built System

Current Order Processing Time (seconds)

Enter a number...

Describe current system integrations (e.g., ERP, eCommerce platform)

Write something...

Which technologies are currently used for fulfillment? (Select all that apply)
E] Automated Picking Systems

(] Barcode Scanners

[] RFID Technology

(] Packing Automation

(] Shipping Software

O Order Management System (OMS)

Level of Integration between systems (e.g., manual export/import, API
integration)

(] Manual

[[] semi-Automated
(] Full API Integration



Upload System Architecture Diagram (if available)

&, Upload File

Current System Downtime per Month (hours)

Enter a number...

Data & Performance Monitoring

Defines key performance indicators (KPIs), establishes data collection methods, and
creates dashboards to track progress and identify areas for ongoing improvement.
Includes cycle time measurement.

Average Order Cycle Time (Days)

Enter a number...

Percentage of Orders Shipped On Time

Enter a number...

Order Picking Accuracy Rate (%)

Enter a number...

Returns Processing Time (Hours)

Enter a number...



Primary Cycle Time Measurement Tool
(] Manual Spreadsheets

(] WMS Reporting

(] Custom Dashboard

(] 3PL Reporting

Date of Last Cycle Time Benchmark

Enter date...

Summary of Recent Cycle Time Trends & Observations

Write something...

Cycle Time Performance Dashboard Screenshot (optional)

&5 Upload File

Process Standardization & Documentation

Ensures consistent execution of order fulfillment processes through clear documentation,
training, and adherence to standardized procedures. Reduces variation and errors.

Document Standard Operating Procedure (SOP) for Order Validation

Write something...



Upload Visual Workflow Diagram for Picking Process

&5 Upload File

Maximum Time Allowed for Order Validation (minutes)

Enter a number...

Default Packaging Material Selection for Standard Orders
(] Corrugated Box - Small

(] Corrugated Box - Medium

(] Corrugated Box - Large

(] Padded Envelope

Required Quality Checks to be Performed Before Shipping (select all that
apply)

(] Label Verification

(] Product Condition Check

(] Packaging Integrity Check

(] weight Verification

(] Address Validation

Date of Last SOP Review

Enter date...



Record any specific training modules required for new fulfillment staff
regarding these standardized processes.

Write something...

Cross-Functional Collaboration

Examines the coordination and communication between different teams (sales, marketing,
warehouse, customer service) to identify and resolve bottlenecks and improve overall
efficiency.

Frequency of Cross-Functional Meetings (Order Fulfillment)

(] Daily
(] Weekly
(] Bi-weekly

(] Monthly
(] As Needed

Which departments regularly collaborate on order fulfillment?

(] sales
[[] Marketing
(] warehouse/Logistics

[[] Customer Service
(] Procurement
(] Finance



Describe a recent communication breakdown affecting fulfillment. What was
the root cause?

Write something...

Average time (in hours) to resolve cross-departmental fulfillment issues.

Enter a number...

Who is the designhated point of contact for cross-departmental fulfillment
issues?

Describe current methods for sharing fulfillment performance data across
departments. Are these effective?

Write something...

Date of last cross-functional review of fulfillment processes

Enter date...



