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Scope 

This document covers the policies and procedure in housekeeping, maintenance and 

inspection inside the warehouse and office. 

 

Ownership  

The Warehouse Supervisor is responsible for ensuring that this process is cascaded to 

all concerned personnel and that it reflect actual practice. 

 

Responsible 

All staff, Warehouse Supervisor and Maintenance – responsible to observe good 

housekeeping inside the warehouse and office. 

 

Policies 

1. Material Handling Equipment (MHE) shall properly parked at designated location. 

2. Stocks shall properly stacked on the racks. 

3. Aisles shall visible from trash/garbage and free from empty pallets, stocks, and 
empty boxes. 

4. All picked items from packing shall properly arranged at the packing area. 
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5. All packed orders shall properly stacked and palletized. 

6. Collapsed boxes shall properly sorted (Usable & Disposable). 

7. Usable boxes shall properly stacked and arranged at designated location. 

8. Garbage and trash shall disposed on a daily basis. 

9. All responsible person shall affixed signature over printed name to Good 
housekeeping checklist. 
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Procedures 

 
 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Start 

All Personnel 
4. Coordinates and reports 

to Warehouse 

Supervisor the 

potentially harmful 

influences on the stored 

products or area such as 

leaking, damaged 

roofing, expired, odor, 

vermin and insects. 

 

Is there any 

potentially harmful 

influences inside 

the warehouse? 

No 

Yes 

All Personnel 
1. Conducts daily 

housekeeping on 

assigned area of 

responsibility thirty (30) 

minutes before duty 

using the Good 

housekeeping checklist. 

All Personnel 
2. Affix the signature on 

the Good housekeeping 

checklist 

3. Files the checklist. 

End 

Warehouse Supervisor 
5. Conducts Inspection and 

assessment on reported 

harmful influences in 

order to make the 

necessary action 

6. Coordinates and 

contacts proper 

authority to address the 

problems 

Maintenance 
7. Schedules and 

Supervises repairs and 

maintenance being 

conducted 

8. Schedules and 

supervises regular pest 

control services. 

Warehouse 

Supervisor/Manager 
9. Conducts regular 

inspection of the 

warehouse premises 

utilized for storage to 

ensure that stored 

products are free from 

any damages. 

10. Makes necessary 

follow- up on pending 

repairs and maintenance 

requirements. 

End 


