Appendix F: Warehouse Audit Checklist 
Purpose: This form is designed for fast, honest audits that drive action. Use it for Monthly Quick Audits (30 min) and Quarterly Deep Dives (2 hrs). Fix what you can immediately, assign owners for systemic issues, and attach before/after photos.
Instructions (Read Once, Follow Always)
1) Scope: Walk active zones only (receiving, storage, pick, pack, ship). Sample real work-in-progress, not empty aisles.
2) Scoring: Rate each line 1–10 with anchors below (circle or type the number). Use the Notes/Action field for specific defects.
3) Immediate Fixes: If a fix takes <10 minutes, do it now. Log it as 'Fixed-on-the-spot'.
4) Evidence: Insert photo filenames or links in Notes. Keep originals in your audit folder.
5) Accountability: Assign an owner and due date for each open item. Review weekly until closed.
6) Timebox: Monthly audit ≤ 30 minutes, Quarterly ≤ 2 hours. Don’t drift.
Rating Scale Anchors (Use Consistently)
1–2 = Unsafe or broken controls • 3–4 = Frequent defects • 5–6 = Basic compliance with recurring gaps • 7–8 = Stable and reliable • 9 = Best practice • 10 = World‑class, auditable trail
Audit Metadata
	Site / DC
	
	Audit Type
	☐ Monthly Quick  ☐ Quarterly Deep Dive

	Date
	
	Timebox Start/End
	

	Auditor(s)
	
	Ops Contact
	

	Shifts Observed
	
	Zones Observed
	

	Weather / Special Conditions
	
	Peak / Promo?
	☐ Yes ☐ No

	Recordings Consent on File
	☐ Yes ☐ No
	Photo Folder Link
	


Section A — Monthly Quick Audit (≤ 30 minutes)
Focus: safety, ergonomics, and movement flow. Score each 1–10.
	Category
	What Good Looks Like
	Score (1–10)
	Fixed On The Spot (☐)
	Notes / Evidence
	Owner / Due Date

	Emergency Exits
	Clear, marked, illuminated, no obstructions within 36 in; exit signs lit.
	☐
	☐
	
	

	Travel Paths
	6+ ft two‑way aisles; no staging in aisles; corners have mirrors or cut‑outs.
	☐
	☐
	
	

	Equipment Readiness
	Daily inspections signed; horns function; batteries ≥80%; chargers safe.
	☐
	☐
	
	

	Ergonomics
	Heavy < chest height; sharp/cut tasks have PPE; tools within reach; no over‑reach.
	☐
	☐
	
	

	Slotting Discipline
	A‑movers in golden zone; mis‑slots flagged; slow movers consolidated.
	☐
	☐
	
	


Monthly Score (sum of 5 lines): ______  | Thresholds: <40 = 48‑hr action plan, 40–45 = recheck in 1 week, ≥46 = hold the gain.
Section B — Quarterly Deep Dive (≤ 2 hours)
Focus: systems, process design, people, performance. Score 1–10 per row.
	Area
	Audit Criteria (evidence to observe)
	Score (1–10)
	Severity (L/M/H)
	Notes / Evidence
	Owner / Due Date

	Inbound & Receiving
	ASNs ≥24h early, 95%+ accuracy; pre‑assigned doors; quarantine active; staging lanes labeled; dock‑to‑stock <4h.
	☐
	
	
	

	Storage & Layout
	Golden zone reserved; top velocity within 80 ft of pack; labels scan first pass 99%+; honeycombing corrected weekly.
	☐
	
	
	

	Replenishment
	Faces filled before release; protected time visible; routes don’t cross; min/max tuned monthly; ownership posted.
	☐
	
	
	

	Picking
	80% orders <200 ft path; method matches profile; check digits enforced on high‑value SKUs; batch sizes optimized.
	☐
	
	
	

	Packing & Quality
	Ergonomic stations; cartonization current; rebox clean; first‑pass trending up; random blind QC logged.
	☐
	
	
	

	Shipping & Yard
	Scan‑to‑trailer enforced; lanes close <15 min; dwell <60 min; yard map current; doors assignments visible.
	☐
	
	
	

	Technology & Security
	Label server <3s; MFA active; backups tested quarterly; AI/alerts monitored; cyber drills monthly.
	☐
	
	
	

	People & Performance
	2+ cross‑trained per critical role; skills matrix live; turnover trending down; 4–6 KPIs on board with owners.
	☐
	
	
	


Quarterly Score (sum of 8 lines): ______  | Targets: <70 = 90‑day plan, 80–90 = stable, 90+ = high‑performing.
Section C — Corrective Action Log (track until closed)
	ID
	Finding (from A/B)
	Priority (P1/P2/P3)
	Action
	Owner
	Due Date
	Status / Verification

	01
	
	
	
	
	
	

	02
	
	
	
	
	
	

	03
	
	
	
	
	
	

	04
	
	
	
	
	
	

	05
	
	
	
	
	
	

	06
	
	
	
	
	
	

	07
	
	
	
	
	
	


Sampling Guide (keep audits real)
Pick 3 bays per zone at random, 5 picks per picker, 3 loads at receiving, and 2 live pack stations. Observe real work, not staged demos.
Definitions & Evidence Hints
• Golden Zone: waist‑to‑shoulder height. • Dock‑to‑Stock: received to put‑away complete. • First‑Pass: no rework needed.
Evidence ideas: screenshot of dashboard, photo of label sign‑off, copy of ASN, sample QC log, brief video of congested area.
Summary & Sign‑off
	Monthly Total
	
	Quarterly Total
	

	Combined Score
	
	Trend vs Last Audit
	☐ Up  ☐ Flat  ☐ Down

	Auditor Name / Signature
	
	Ops Owner / Signature
	

	Next Review Date
	
	Handoff at Huddle Board Completed
	☐ Yes  ☐ No


Legend
P1 = Safety/Compliance, fix in ≤ 48 hours • P2 = Service/Efficiency, fix in ≤ 14 days • P3 = Cosmetic/Minor, fix in ≤ 30 days.
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