
Basic Inventory Checklist

What to Include in a Basic Inventory Checklist?
Here are the key elements to include in your inventory
checklist:

1. Item Name or Description
○ Clearly identify each product or material.
○ Example: "Tomato Sauce (500ml)" or "Packaging

Boxes (Medium)."
2. SKU or Identification Number

○ Assign unique stock-keeping units (SKUs) or
barcodes for each item to simplify tracking.

3. Quantity in Stock
○ Record the current stock level for each item.

4. Minimum Stock Level
○ Specify the minimum quantity needed before

reordering.
5. Reorder Point

○ Indicate the quantity at which a new order should be
placed to avoid stockouts.

6. Supplier Information
○ Include the supplier's name and contact details for

quick reference.
7. Location



○ Record where the item is stored (e.g., “Warehouse A
- Shelf 3”).

8. Condition of Items
○ Note if items are in good, damaged, or expired

condition.
9. Date of Last Stock Check

○ Keep a record of when the inventory was last
reviewed.

10. Remarks or Notes
● Leave space for additional details, such as upcoming

delivery dates or special storage requirements.

Benefits of Using a Basic Inventory Checklist

● Improved Organization: Easily locate items and monitor
stock levels.

● Reduced Waste: Avoid overstocking and identify expired
or damaged goods.

● Cost Savings: Prevent overordering and manage cash
flow more efficiently.

● Streamlined Communication: Share clear inventory data
with your team or suppliers.

When to Use It?
A basic inventory checklist is ideal for:

● Small to medium-sized businesses.
● Seasonal inventory reviews.
● Managing frequently used items or materials.
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