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Content Details -

B2 1. Detailed Learning Guide

14 page learning guide.

B2 2. Detailed Trainer's Guide

40+ page detailed Trainer's Guide

M2 3. Training Agenda, Brochure & Proposal

4 detailed PDFs to present and plan your training.

®2 4. Day 1 - Program PPT

40+ Slide PPT for Day 1

®2 5. Day 2 - Program PPT

40+ Slides PPT Day 2

B2 6. Trainer's Notes for Each Slide - Day 1

Day 1 Trainer's Notes for each Slide

B2 7. Trainer's Notes for Each Slide - Day 2

Day 2 Trainer's Notes for each slide
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B» 8. Case Studies

5 Detailed Case Studies

B2 9. Practice Worksheets

6 Practical Worksheets

B2 10. Simulation Activities

5 Simulation Activities

B2 11. Group Discussion Activities

6 Group Discussion Activities

B2 12. Pre and Post Training Assessments

Pre and Post Training Assessments Sheets

B2 13. Trainer's Handbook

Trainer's Handbook for a quick guidance

B2 14. Participant Handbook

Participant Handbook to guide participants

B2 15. Tools and Templates

20+ Tools and Templates in 5 Categories

B2 16. Capstone Project

Detailed Capstone Project
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DAY 1 OF 2

Warehouse Advanced Level

Projects

PPTs

The Change Control Process

Why Change Control Exists

Day 1 Schedule At a Glance

o are a normal feature of complex projects, The
ra days is better than an informally agreed cha

Change regque @ not fail.

Afor

nning —
akes 2

v miar

The 4-5tep Process:

g: ;: n Warehouse Project Lifecycle

RS Scope Definition & Change Control

10:30 o e Receive in Writing Conduct Impact Analysis
Eve: must be A t on scope, timeline,
] miai| or b respurces, Present

10:45 for T als cept as-is 1ify the

“",, ﬂ Communication & Stakeholder Management Mo informal ag FEqQUEst, OF neject

11:30 - - -

13:00 n Scheduling & Resource Planning

n Budget & Cashflow Awareness
I Hau |
Advar | udedy sTecaccridnneuinas s s . w0300 . e cTann oy iwens o | Tl d nadnud naeddl x

m Scheduling & Resource Planning — WBS

What Is a Work Breakdown Structure [(WBS)?

The RACI Matrix — Who Does What

eliverables, It is the backbone of the project schedule

A hieraschical decomposition of the t

project soope into smaller, manageable tasks
Responsible

The person who actually does the work or completes the task. There can be multiple R's per task .

e person who actually does the work or completes the task. There can be tiple T Las 3-Level WES — Racking installation Example

Level 1 = PROJECT: DC Racking Installation

Accountable
The Aingle peron who owns the cutcome and signs off. There shauld be 2ENE LN L “ “

A.0nly ONE per task — ever.

Consulted
riore decisions are made. Two-way communication. Slows decisions — use se

People whose input is sough

¥ WES BEST PRACTICES

People kept updated on 65, One-way communication. Not decision-makers. Use for senior stakehalder:

Key Gantt Chart Components sample Gantt [10-week conveyor installation):
Duratian

. _

Dependencies

Critical Path

Resources




Day 1 Tools & Templates Summary

n =] Lifecyele Flowdhart = Scope Statement Template n " Change Request Form

n 8 RACI Matrix n » Commurication Plan Template u £ Escalation Flowchart

Designed with Creativity
and Elegance

n & WES Template (A3) n | Gantt Chart (Excel) n § Resource Allocation Sheet

T Integrated Projuct Plan

Bl ¢ oosctavarenes i Bl ok [ |

Pre-Programme Preparation Checklist

Planning Workshop
— Integration

] Scope Statement
3 Weeks Before Day Before

1 Review all module content and tools; practise any you are less familiar with O Visit

1 Work Breakdown Structure

riue; set up room; check all equipment; lay out materials

Garitt Chart

1 Pay spedal a el took — Gantt Chart a 1 Room setup takes longer than expected — allow 50 minute s minimum

Resource Aliscation

2 Weeks Before Morning of Day 1 ] Risk Register

s before start; re-check setup; brief any co-faclitator RACI Matrix

arrive early — being in the room early creates a welcoming

1 Prepare and print ol participant materialy; test all technology

Prink extras 10% more ma

MOOULE 1R

Project Dashboard — RAG Status & KPI Tracking

Cuhbeard

Monitoring & Control

Dashboard Components — What Goes In:

The goal of this module: make that questi » number and o dote

§

el

The Three Monitoring Dimensions

RAG Status Schedule Variance Quality / Open Defects
[k} =~ T Rid tarrad 1 a3l B
= haadd § bedind on erit
17 ] & 2
Schedule Performance Cost Performance Qualit I = B
! O] i
kP Schadule Variance (54 KR Coost Varlance [0V ¥ oan Delects Top Risks Open Issues Upzoming Milestones Actions Due
Yep 3 acti € 1 ¢ e ik N, .
s Al i i
Target Ayt variance Target Within F budpet rget Tero P defocts

I ¢ DASHBOARD BEST PRACTICES

ind om critical path Triggen:

Bigsrloaton svpmmg Sk it B

Exammple

Six What the Client Acceptance Form Contains:

i A b AN equipment opestion mansal [physical sad degisl Safety ingpection cerflicates (racking fire, elecirical)

tion — al ol

dower dow

Praject Tithe & Reference Full propect nan

Scops Summary twas delvered aganst what wan

Purch Livt Status

sgreed and documented with
Outstanding Itgms greed and dodumente

Client Sign-OH

Contractor 8 ign-0f

! I Docurnentstion Received

1. CRITICAL RULE

g




Cap stone Meridian
Logistics

Clean and
Professional

Day 2 Tools & Templates Summary

Resume and set expectations

standard is not perfection — it is structurod

document

Circulate and facilitate

Vendor Coordination Log n § Testing Checklist

r

i ekl + - Sive Readiness Checklist 5
did you decide about the critical path dela

REVEAL Complication 2

n "l GoLive Readiness Checkist Project Dashboard [Excel) I lsue log
L. Read aloud to all grou ps simultaneoushy. Groups should now i

#

REVEAL Complication 3 WMS engineer ros

5 Whys Template ﬂ #. Fithbone Diagram “ Comrective Action Tracker

oud to all groups. Watch for gn t have risk mitigatic

place from their Ris

E | Chanpé Request Form ﬂ il Impact Analyis Template H B Punch List
P

10-minute warning sting what you have — don't start anything new. Pr

Wou hawe 10 minutes to finish. Foc

minute presentation: what decidions did ye £, and why "

i 7 Handover Checklist H " Client Accoptance Form “ & Personal Commitment Sheet
Presentations — 4 min per group per group. Al gro

de NOT to do? Which t

itamplete Programme Architecture — Both Days

Everything You Take Home — Both Days

U
H

Lifecycle ement AC| M atrix Co

Change Request Form

Com Escalation Flowchart

Risk Rogistar Rk Matrix

Vendor Cocrdination esting Checklist Go-Live Checklis:
Log

ard wsue Log Fishibore Diagram

ation, imtallation & Closure

Reso

Comective Action Change Request Form mipact Ana bysis Punch List Handover Checkdist Client Ac

MODULE 10

KPI Framework for Warehouse Projects

KP| Relerence

MODULE 15 + 1700 = 17:230 - 20 MIN

Recommended KPIs by Dimension:
Lessons Learned 20 Minutes

; — | sowwe | [ awm
& Action e

N (a-gt",t i a l'} . Schedule Variance (5V) Cost Variance (CV) Open P1 Defects
a 0 d Inroat
Commitments

Milestone Achievement Rate Contingency Remaining Defect Resolution Time
Tasks Completed an Time Approved Variations Testing Pass Rate
Lookahe ad Accuracy Invoice Accuracy Punch List ltems at Handover

Lessons Leamed

Workplaoe Improvments

Action Next Weak




Project
Management

1{o]§

Projects

A comprehensive 2-day practical programme specifically designed to
equip warehouse and operations professionals with structured project

management tools, frameworks, and execution skills.

Intermediate Level
; I

Who Should Attend?

This programme is designed for a broad cross-functional audience involved in warehouse-relate

projects. The richest learning happens when mixed groups attend together

- v 1

Warehouse & Project & Technical Manage
Operations

L resn F o !

LI ] Man e £

& Li Eap . i
w | I ACpET

Recommended Experience: 1 io 5 years in warehouse, logistics, operations, engineering, or project-
PM gualification required

Learning Outcomes

DOutcomes are measured across three domains — what parmcipants Know, what |"I‘.'_...- can do, an

how they behawve on the job

Proposal, Manual,
handbook

TABLE OF CONTENTS

1. Introduction 18. Day 2 Facilitation

2. Program Overview 19. Session Instructions
3. Training Objectives 20. Group Discussions

4. Target Audience 21. Simulation Activities
5. Leamina Outcomas 22. Hands-On Workshons

PROJECT MANAGEMENT FOR

WAREHOUSE PROJECTS

Intermediate Level Training Program Portfolio

Duration: 2 Days (09:00 - 17:20) Format: Classroom / Interactive | Target: Warehouse & Operations
Management

Course Overview

Modern warehouse projects are increasingly complex, involving high-tech automation, tight integration with
WMS, and demanding timelines. This intermediate-level program bridges the gap between general project
management and the specific logistical constraints of warehouse environments. Participants will master the

tools required for expansion, relocation, and system implementation projects.

WELCOME TO THE PROGRAM

Warehouse projects today are becoming increasingly complex due to automation,
technology integration, and operational continuity expectations. This handbook is
your primary reference for mastering structured, professional execution of everything
from racking installation to WMS implementation.

PROGRAM OBJECTIVES

+ Define project scope effectively and manage changes professionally.
* Develop Work Breakdown Structures (WBS) and Gantt Charts.

* |dentify and mitigate high-impact warehouse project risks.

* Coordinate multiple vendors and stakeholders seamlessly.

+ Execute successful project handovers and operational readiness checks.

AGENDA OVERVIEW




TRAINER'S SCRIPT & DELIVERY NOTES
Day 1 — Slide-by-Slide
Delivery Guide
Project Management for Warehouse Projects - Intermediate Level C a s e s t U d I e s ,

Foundations & Struciured Planning - 40 Slides - 7 Modules

Guides & Activities

Programime Project Management for Warehouse Projects — Day 1

Dacument Slide-by-Slide Trainer's Script & Delivery Noles

Audience Certified programme trainers and co-facilitators

Coverage All 40 slides — exact scripts, actions, questions, timing

Classification CONFIDENTIAL - FOR TRAINER USE ONLY TR AI N E H 1 S G U I D E

Version Day 1 Edition

FACILITATION & COACHING INSTRUCTIONS

HOW TO USE THIS DOCUMENT
This document provides word-for-word scripts, step-by-step actions, timing guidance, discussion questions,
and debrief frameworks for every one of the 40 Day 1 slides. Each slide section is clearly headed with the

slide number, title, module, and time allocation. Read each section before delivery and practise the scripts
until they feel natural — not rehearsed.

f TRAINER SAYS — Suggested verbatim or near-verbatim language to use. . TRAINER DOES — + Encourage Real Examples: Ask participants to share actual workplace situations.
Physical actions: what to write, point to, or distribute. » Keep it Practical: Avoid purely theorefical discussions.

¢ TRAINER TIP — Facilitation advice from experienced deliverers. ) WATCH OUT — Common failure Engage All: Ask quiet participants: "What would you have done differently
points or timing risks to manage. * Manage Time: Ensure 5 minutes per group for final presentations.

£ DISCUSSION PROMPT — Exact questions o spark group discussion. & KEY MESSAGE — The one
idea that must land before you move on, Visual Flipchart Exercise

Create a live tally on a flipchart during the discussion to track frequency:
DELAY CAUSE FREQUENCY MENTIONED
Vendor | Material Delay
Scope Change / Mezzanine Requests

Compliance / Salety requirements

CASE STUDY 4

g Installation Project That Created Major Safety R

WORKSHOP TEMPLATE 2

Case Study Type: Safety Failure + Vendor Mismanagement + Poor Quality Control GANTT CHART PLANNING WORKSHEET

third-party logistics (3PL) company winning a major contract urgently needed to increase storage | Purpose of This Worksheet
anagement pushed for rapid completion to meet a finalized client inventory arrival date.

This worksheet helps participants plan project timelines, sequence activities, identify
dependencies, allocate responsibilities, and track progress effectively.

* Prevent scheduling conflicts and delays.
PURPOSE " . . " i
- * ldeal for relocation, WMS implementation, racking, and automation projects.

This assessment measures lgaming improvement and practical application capability following the 2-day
programme. Focus is placed on problem-selving readiness for your next workplace project.

Monitoring & Control

Participant Instructions:

1. Apply concepts and tools leamed during the workshop.
2. Time available: 45-60 minutes.

3. Complate all sections honestly to banchmark your growth.
is module: make that question answerable with @ number and o date.

SECTION A Monitoring Dimensions

| Knowledge Confidence Review ' 9 X
17 § 2
chedule Performance Caost Performance Quality Performsz
Schedule Variance (5] KPFi: Cost Variance [OV) K Open Defects
allatic
0 days variance Target: Within 5% of budget Target Zero P1 defects
Case Study Type: Project Delay + Vendor Cocrdination + Site Readiness Failure 2+ days behind on eritical path Trigger: Spend >10% ahead of progress Trigger: Any P1 defect or >
Planned: 5 tasks. Actuak 3 Banpie: Budget WE: 150K, Actual spend: Bamole 2 opon defocts froo

complete. $W = -2 tasks. S162K. OV = 512K [inszallation fault).

1. Background

A leading FMOCG company olanned to expand its reqgional distribution warehouse to supoort
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SCOPE STATEMENT TEMPLATE

STRUCTURED TRAINING DELIVERY SYSTEM (STDS) FRAMEWORK ASSET

PROJECT INFORMATION

ITEM DETAILS

Project Name

Project ID

Client | Organization
Project Sponsor

Project Manager
Department | Business Unit
Date Prepared

Version Number

Approval Status

1. PROJECT OVERVIEW

Purpose of the Project

Describe why the project is being initiated and the business need it addresses.

Example: Implement a centralized project tracking system to improwve reporiing accuracy, team collaboration, and

COMPREHENSIVE ANALYSIS:
UNDERPAYMENT OF OVERTIME

Employment Act 1955 — 2022 Amendment | Case Study: Velocity Warehousing
Sdn Bhd

The case of Velocity Warehousing Sdn Bhd represents a systemic failure in payroll
governance. In Malaysia, the 2022 amendments to the Employment Act 1955
exnanded orotection to include anv nerson under a contract of service. nrovided their

A B

Gantt Chart — Excel Based Template

WBS Code Task Name

1.0 Project Kickoff
1.1 Scope Finalization
1.2 Site Survey

1.3 Layout Approval
2.0 Vendor Selection

2.1 Procurement Approval

Workbook,
Worksheets and
Assessments

WORK BREAKDOWN STRUCTURE (WBS)
TEMPLATE

PROJECT EXECUTIC SCOPE MANAGEMENT FRAMEWORK

PROJECT INFORMATION

Project Name

Project Manager
Department

Project Sponsor

Start Date

Planned Completion Date
Version Number

Date Prepared

PURPOSE OF THE WBS

The Work Breakdown Structure (WBS) helps project teams:

+ « Break large projects into smaller manageable tasks
+ » Improve planning and scheduling

* = Assign responsibilites clearly

+ « Monitor project progress effectively

e ltil-!nrlfy dependencies and risks

« » Improve coordination between departments and vendors

The WBS is one of the most important project planning tools.

TRAINER HANDBOOK

Strategic Payroll Administration & Employment Act 2022 (Malaysia)

PROGRAM PHILOSOPHY

his program is designed to transform participants from:
Payroll Processors — Payroll Controllers — Payroll Risk Managers

ocus Areas: Accuracy | Compliance | Risk Prevention | Audit Readiness



Project Name

Client Name

Tools and
Templates

Date Prepared

Version No.

MATRIX SCORING GUIDE

Probability Scale
SCORE PROBABILITY LEVEL DESCRIPTION
1 Very Low Rare occurrence SECTION 8 — VARIANCE ANALYSIS
2 » o -_
CORRECTIVE
BUDGET AREA PLANNED AMOUNT ACTUAL AMOUNT VARIANCE
ACTION
3 Medium Possible
Equipment Usb__ (RM __) Usb___ (RM__)
4 High Likely
Labor UsD___ (RM__) UsD___ (RM__)
5 Very High Almaost certain
Vendor Services uUsp (RM ) usp (RM )
Logistics UsD__ (RM__) UsSD__ (RM__ )

Prepared By
Impnm Scale Finance Representative
SCORE IMPACT LEVEL DESCRIPTION Project Manager
Department Head
1 Negligible Minimal disruption
2 Minor Small operational impact TRAINER INSTRUCTIONS
3 Moderate MNoticeable delay or issue Workshop Objective

Participants will: Track project cash movement, |dentify spending variances, Monitor vendor payment schedules
Forecast project cash requirements, and Improve financial visibility
Suggested Activity

Provide participants with: A warehouse selup project scenano, Budget allocation details, Vendor payment
ONTROL TOOL schedules, and Procurement acthalies.

Participants must:

1. 1. Populate the cashfiow tracker

2. 2. Identifty cash shonages

OSE

3. 3. Forecast future expenses

4. 4. Recommend corrective actions

k Register is a structured tool used to identify, assess, monitor, and control project risks throughout
ifecycle.

plate helps project teams:

antify potential project threats RACI M ATR I x TEM PLATE

raluate probability and impact

welop mitigation strategies RESPONSIBILITY ASSIGNMENT ¢ ERNAMNCE MATRIX
S JRPOSE
5.2 Go-Live
* RAC| Matrix is a responsibility assignment tool used to clearly define:
6.0 Handover &
AT + = Who is Responsible for completing a task

+ « Whao is Accountable for final approval

SAMPLE TIMELINE VIEW (EXCEL VISUALIZATION)

v » Who should be Consulted before decisions

L - = - g
MSK — — — : — Who should be Informed about progress

is tool helps prevent: Confusion in roles, Communication gaps, Delays in approvals, Duplic
ised responsibilities.

Scope Finalization

Site Survey . ; B . ) .
5 extremely effective in warehouse projects involving: Multiple departments, Vendors :

Procurement ms, Operations teams, Engineerning teams, and External consultants.

Installation

\Cl| DEFINITIONS

Testing

Go-Live
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Project Management For
Warehouse Projects

Detailed Learning Guide

Agenda, Brochure, Manual, Guide

Day 1 and Day 2 with 80+ Slides

Trainer's Notes for each slide $5 5 9 o 0 0
Trainer's Guides

Case Studies and Scenarios $7_7_9_9_9
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Pre and Post Training Assessment
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For any questions
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