
 

 

Gap Management – Full procedure 
Date:  

To: Site Leaders, Inventory Team & Group Operations Manager 

From: Inventory Team 

RE:  Gap Management procedure 
 

Gap Management is a huge focus going forward for the business. They are an issue that costs sales 
daily across all sites. 

 

What is Gap Management? 

Gap Management is the process used to eliminate Gaps at a site 
How do we achieve our goal of minimal Gaps? 

• Team investment and commitment is required to achieve minimal gaps 
• This Procedure is in place to assist teams to eliminate Gaps 

   
 
 
Gap Report 
Inventory will send a report to site Managers every Monday afternoon (Site dependent) this report will 
show: 

• Every line that has a Min and max against it.  
• It will show 0 stock on hand against these products 
• It will be sorted in Department and location order to assist team members to check each 

location 
• It will show if the product is obsolete or deleted. 
• It will list the Supplier 
• It will show if the products are on order 

 
When the site Manager has the report there are 2 ways this can be actioned.  

• Divide the Site into sections and complete over 2 or 3 days 
• One team member actions all Gaps 

This will depend on the size of the site. 
 
Off location checks 
Before starting your location checks: 

• Check products in any overstock areas 
• Check Logistics: What stock is waiting for replenishment? What is sitting in customer hold and 

Faulty goods.  



 

 

• Be aware of products in multiple locations: Displays and dumpbins. Multiple shelf locations. 
 
Location checks 
Time to walk the aisles. The team members will start in a department using the Gap report as a guide by 
location. 
 
The Team member will have a Honeywell, a copy of the Gap report, and a copy of the How to – Gap 
check to help with the investigation.  
 
Identify the products that are on the Gap report 

• Obsolete and deleted lines – Remove the ticket and hook. - Add it into a Product list for further 
investigation. – Is there a replacement product available in GUS? 

• Is there a product that is the replacement already in place? 
• If the product is on order – make a note to check next time to ensure the stock arrived. (use a 

whiteboard marker – place a dot on the label) 
 

Identify Gaps that are NOT on the report ** These products will need further investigation  
• Use the Honeywell to scan the remaining gaps (Refer to the Gap check how to) 
• Does the Honeywell say that there is stock on hand – if so, where is it? Add this product into a 

product list for further investigation (Refer to the Gap check how to) 
• Should the product have a min and max? If so, use the sales data from the Honeywell to 

determine what that should be and add the min max on. 
 

 
When the investigation is complete follow up with any further action that is required – Refer to the 
Gap check How to 

• Is a Stock adjustment required? 
• Does the Site Manager need to upload any min max changes? 
• Is there any theft to report to your site Manager 
• Is the product set up correctly for ordering? If not email the Inventory team to fix the issue. 

 


