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NEW CLIENT ONBOARDING

PROCEDURES


Client Onboarding is the process organizations use to take on new clients and is something we at Logisitics Toolbox like to do well, as it make the rest of the process smoother. A well planned, organized and documented onboarding process sets the tone for a successful ongoing relationship with you, the client.

The process starts from the initial inquiry, at Logistics Toolbox it is essential to identify measurable objectives including benchmarks and clear goals from the onset. We have identified four key steps for the successful onboarding of new clients, and have also included a checklist to guide you through the process of setting up and preparing the warehouse for the new client.


1. Scope and Document Client Requirements

Determining your requirements is a process of inquiry, negotiation and communication.  This step is very important, and determines whether Logistics Toolbox’s resources will meet your requirements and expectations. 

a. Questions may include:

i. Number of picks

ii. Type of picks

iii. Number of receipts

iv. Storage requirements

v. Number of pallets stored

vi. Quality control measures

vii. Reporting requirements

viii. System requirements 


	Company Name:
	

	Type of Business:
	

	Do you have finished goods / raw materials or both?
	

	Current ERP System:
	

	Any other System / Software:
	

	Which couriers or freight companies used for delivery:
	

	What are your major challenges?

	Name of person filling the questionnaire:
	

	Position:
	

	Shift Information
	

	Number of Shifts required: 
	

	Shift Info:
	Start Time:
	Finish Time:

	Shift 1:
	
	

	Shift 2:
	
	

	Shift 3:
	
	

	Please enter more information / remarks below


	Warehouse Questions
	Comments

	Number of Pallets to be stored in “Peak Periods”
	

	Number of Pallets to be stored in “Off Peak Periods”
	

	Size of the Area required in SQM
	

	Type of Storing Racked or Blocked Stacked
	

	Number of Pick Faces
	

	Will you require Carton Live Storage
	

	Bonded / Non-Bonded storage
	

	Security Storage required
	

	Repacking Required
	

	Type of Packaging Required
	

	Fragile Packaging and Stickers
	

	Kitting / Light assembly required
	

	Labelling / Barcoding / Tagging required
	

	Palletisation Required
	

	Quality Assurance Checks Required
	

	Bundling / Unbundling
	

	Returns / Reverse Logistics
	

	Managing Faulty products or warranty returns
	

	Climate controlled or ambient storage
	

	Dangerous Goods management
	

	Multi Component Picking
	

	Same Day Despatch
	

	Packing Slip / Paperwork to be sent with order
	

	EDI Advance Ship Notice (ASN) & Barcode Labels
	

	Reporting requirements
	

	Please enter more information / remarks below


	Stock Questions
	Comments

	Are you using any FIFO rules
	

	Batch / Lot Managed
	

	Use by Date Managed
	

	Serial Tracked Items – What is the Percentage?
	

	Random Weight Items – What is the Percentage?
	

	Total Number of SKUs in the Business
	

	Total Number of SKUs to be Stored in Warehouse
	

	

	Please enter more information / remarks below

	Receiving Questions
	Comments

	What months are your “Peak Periods”
	

	What months are your “Off Peak Period”
	

	How many Pallets/Cartons are received in “Peak Periods” per day.
	Pallets
	CTNS
	

	How many Pallets/Cartons are received in “Off Peak Periods” per day.
	Pallets
	CTNS
	

	How many truck deliveries per day in “Peak Periods”
	

	How many truck deliveries per day in “Off Peak Periods”
	

	How many containers received in “Peak Periods”
	Per Day
	Per WK
	

	Please enter more information / remarks below


	Orders
	Comments

	Average number of orders per day
	

	Average number of product lines per order per day
	

	Average number of Cartons/Pallets per order per day
	

	What is the average Ratio of “Full Picks” to “Part Picks” per day.
	

	Peak Period Orders
	Comments

	Peak Period months
	

	Number of Orders picked
	

	Average number of product lines per order per day 
	

	Average number of Cartons/Pallets per order per day
	

	What is the average Ratio of “Full Picks” to “Part Picks” per day.
	

	Off Peak Period Orders
	Comments

	Off Peak Period months
	

	Number of Orders picked
	

	Average number of product lines per order per day 
	

	Average number of Cartons/Pallets per order per day
	

	What is the average Ratio of “Full Picks” to “Part Picks” per day.
	

	Internal Questions
	Comments

	Will load planning be used for orders?
	

	Will time slotting be used for the truck deliveries or pick ups
	

	Please enter more information / remarks below
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