Yard Manager Daily Checklist
Communication with Sales and Service
· Review service schedule and coordinate boat, motor, trailer availability and accessibility.
· Ensure access to boats ready to be picked up by customers.
· Assess drop off lot for service boat customers. Is there space to park and unhitch from a customer’s vehicle safely and conveniently?
· Discuss sales needs for the day about haul, launch, location of inventory, display of new and used sales boats, transportation needs and other requests.
· Review any expected unloading requirements for both service and sales including boats, motors, trailers, shop supplies and large parts or other inventory being delivered to the dealership. 
· Monitor the flow, movement and location of equipment, sales units and customer’s boats throughout the day and update records or maps as necessary. 
· Report any damage to customer's boats or sales inventory. 
Staff Communication and Assignment
· Each morning, hold a yard staff meeting to establish daily tasks and responsibilities.
· Update staff throughout the day on changes in schedule or customer needs.
· Confirm that there is staff coverage of important operations during lunch and break periods.
· Review lock-up and end-of-day expectations. 
Yard Details and Quality Control
· Regularly check that all boats are covered appropriately.
· Check for cleanliness throughout the dealership.
· Confirm that waste management / dumpsters are in good order and not overflowing.
· Inspect hazardous materials storage areas for cleanliness and safety hazards. 
· Inspect for safety hazards throughout the yard.
· Monitor and maintain yard storage needs like blocks, stands, covers and other equipment.
· Inspect both customers and sales units for cleanliness.
· Remove tools, parts and debris from the shop floor and work areas.
· Following inclement weather, check boats for possible water in covers, plugs removed from boats for drainage and other concerns.
Facility Maintenance
· Check restroom and other facilities for cleanliness and working order.
· Check lighting and HVAC systems for correct operation. 
· Ensure parking areas are clear and available for employees and customers.
· End of day - confirm all equipment is secured, turned off and in appropriate locations and that all facilities are locked and powered down as necessary.
