eBay Inventory
Management Checklist

Stay Organized, Avoid Stock Issues,
and Scale More Efficiently

Designed for:

0 New eBay sellers managing their first 10—100 items
O Growing sellers losing track of stock or overselling
O Anyone who wants a repeatable, low-effort inventory system

m Inventory Setup Checklist m Daily Inventory Checklist m
Inventory Risk Checklist m Monthly Inventory Audit m Top 10
Inventory Mistakes m Final Quick Reference

Free Resource - Print-Friendly - Built for Small Sellers
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Inventory Setup Checklist
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Build this foundation once — it prevents almost every inventory problem that follows.

m Assign Every Item a Home Location
A shelf, bin, box, or drawer. Every item must have
one place it always lives. No exceptions.

m Label Storage Locations Clearly
Mark shelves, bins, and boxes with visible labels.
You should find any item in under 60 seconds.

m Create a Simple SKU System
A SKU is just a unique code for each item. Even
'BOOK-001' or 'SHIRT-RED-M' beats no system at
all.

m Write Your SKU on Each Item or Bag
Label the item, bag, or bin with its SKU. When it
sells, you know exactly what to grab and where.

mm Simple SKU Examples

* BOOK-001, BOOK-002 — numbered book
inventory

¢ SHIRT-BLU-M - blue shirt, medium size
« ELECT-001 - first electronics item

* Keep SKUs short, consistent, and meaningful to
you.

* Add the SKU to your eBay listing title notes or
custom label field.

m Group Similar Items Together
Books with books, clothing with clothing,
electronics with electronics. Category grouping
saves search time.

m Keep a Simple Running Count
For items with multiples, note the quantity. A sticky
note on the bin works. Update it when stock
changes.

m Photograph Your Storage Setup
One photo of your organized storage. If anything
gets disrupted, you know what 'organized' looks
like.

m Separate Incoming From Listed Inventory
Unlisted items should not mix with live listings.
Mixing causes sold-but-not-listed errors.

m Storage on Any Budget

« Stackable plastic bins ($1-3 each) work better
than cardboard boxes.

* Label maker or masking tape + marker — both
work equally well.

* Tension shelving units fit in closets and hold
200+ Ibs for under $40.

* A designated corner, shelf, or closet beats
inventory scattered everywhere.
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Daily Inventory Checklist

Run this every day you have sales activity — takes under 10 minutes.

m Check for Sold Items Each Morning m Inspect Items as You Pull Them
Review eBay orders before doing anything else. Check for damage, missing parts, or condition
Sold items should be pulled and staged changes before packing. Catching issues early
immediately. saves disputes.

m Pull Sold Items and Confirm They Match m Note Any Damaged or Missing Inventory
Before packing, verify the item in hand matches the If an item is damaged or lost, end the listing
listing exactly — correct size, color, condition. immediately. Do not leave a bad item listed.

m Mark Pulled Items as Out of Stock or End m Confirm Listing Details Match Physical

Listing Item
One-of-a-kind items must be ended immediately If dimensions, weight, or condition notes on the
after a sale. Do not wait until after shipping. listing are wrong, fix them now — not after a return.

m Update Quantity on Multi-Quantity Listings m Stage Packed Orders Separately from
If you sold 2 of an item you have 10 of, update the Inventory

quantity in the listing the same day. Packed orders waiting to ship should not be stored

near live inventory. Mixing causes pick errors.
m Quick Win

» Set a single 10-minute ‘inventory window' each morning — before checking messages, before packing,
before anything else.

* Pull sold items first, confirm they match, then end or update listings. In that order. Every day.
« This single habit eliminates most overselling and condition dispute issues for small sellers.

* Pair it with ending sold listings from your phone while still in your storage area — close the loop in one visit.

Om Listing Accuracy Tips
« If you relisted a returned item, re-inspect it and update the condition notes — don't copy-paste the original.

* Check that your item specifics (brand, size, model) still match the physical item, especially for thrifted or
sourced goods.

« If a multi-quantity listing drops to zero, end it — don't leave a live listing with O quantity.

« For items stored a long time: re-photograph if condition has visibly changed (yellowing, fading, dust).
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These are the slow-burn problems that quietly cost you money — catch them before they compound.

m |dentify Dead Stock

Items listed 90+ days with zero views or watchers.

These tie up space and money. Review and
reprice or remove.

m Avoid Overbuying Similar Items
If you have 10 of the same thing and none have
sold, buying more is not a solution. Pause and
reassess.

m Flag Seasonal Inventory Early
Holiday, summer, and seasonal items have shelf
lives. List them 6—8 weeks before peak season or
donate after.

m Track Items Listed but Never Found
If you can't locate an item to ship after a sale, end
all listings for that SKU immediately. Resolve
before relisting.

m Audit for Duplicate Listings
Search your active listings for the same item listed
twice. Duplicate listings confuse buyers and split
views.

m Review Items With Wrong Pricing
Iltems priced too high sit forever. Items priced too
low sell before you notice. Review outliers monthly.

m Check for Condition Drift
Iltems stored a long time may no longer match their
original condition listing. Re-inspect older inventory
quarterly.

m Remove Listings for Items You No Longer
Have
Returned, donated, or discarded items should have
their listings ended the same day you remove the
item.

mm Common Mistake

« Holding dead stock 'just in case it sells' — it
usually won't, and it's blocking space for better
items.

« Having duplicate listings of the same item split
views and make both look less popular.

« Ignoring seasonal inventory until it's too late —
now you're storing Christmas items in February.

* Buying more of an item that isn't selling, hoping
volume will fix a pricing or demand problem.

m What to Do With Dead Stock

* Reprice 10-20% lower and give it 30 more
days.

* Bundle with a related item to create a new
listing.

¢ Donate for the tax deduction and reclaim the
storage space.

* Move to a local marketplace (Facebook, garage
sale) to liquidate fast.

« If it cost under $5 and hasn't moved in 6 months
— let it go.
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Monthly Inventory Audit

Set aside 30—60 minutes once a month. This keeps small problems from becoming expensive ones.

Walk through all storage areas and confirm items are in their labeled locations.

m Compare active eBay listings to physical inventory — is everything listed still on hand?

m End listings for any items that cannot be located during this walkthrough.

m Review listings active 90+ days with no sales — reprice, relist, or remove.

m Check multi-quantity listings: does the quantity shown match what's physically in stock?
m Inspect any items stored longer than 3 months — note condition changes.

m Identify seasonal items and evaluate whether peak season is approaching or has passed.
m Remove or consolidate duplicate listings found during the audit.

m Review any returned items — are they relisted, repaired, or removed?

m Note total active listing count and compare to prior month — growing or shrinking?

m Top 10 Inventory Mistakes m Final Quick Reference

1. Listing items without a storage location assigned. m Every item has a labeled storage location

2. Selling the same item twice because of duplicate
listings.

SKU written on item, bag, or bin

m Sold listings ended or updated same day
3. Not ending listings immediately after an item sells.

Multi-quantity listings show accurate counts
4. Storing unlisted items mixed in with live inventory.

) ) ) ) m No duplicate listings in active inventory
5. Letting dead stock sit for months without action.

m Unlisted items stored separately from live

6. Updating quantity after a sale is shipped, not after it's
stock

sold.
m Damaged items removed from listings
immediately

7. Missing seasonal windows because inventory wasn't
reviewed in time.

8. Re-listing returned items without re-inspecting them m Dead stock (90+ days) reviewed monthly

first. . .
m Seasonal items flagged and monitored

9. No SKU system — can't find items quickly when
orders come in.

Monthly physical walkthrough completed

10. Never doing a physical count — relying only on Returned items re-inspected before relisting

eBay's listing data.

Inventory ready for next selling period




