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Quality Hold Workflow

Use this template to convert quality inspection videos into hold and release workflows.

Template Metadata
Field Details
Category Logistics & Supply Chain
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly [ Annual / Event-based]
Status [Draft [ In Review [ Approved]

Trigger Events

List events that require a quality hold, such as damage, contamination, expired product, failed temp,
or supplier alert.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]
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Hold Creation

Document system status, physical segregation, labels, photos, and notification steps.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Inspection Steps

Create a checklist for sample selection, visual checks, measurements, tests, and evidence capture.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open /
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Disposition Options

Explain release, rework, return to vendor, scrap, donate, or escalate decisions.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Quality Hold Workflow

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Release Process

Document approvals, system status change, label removal, and inventory availability confirmation.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Records

List required forms, photos, test results, lot numbers, and retention requirements. Use controlled

language and make approval points explicit.

Item

[Item or
requirement]
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Details

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

Status

[Open/
Complete]
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Item Details

[Item or

requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name

Preparer [Name]
Reviewer [Name]
Approver [Name]
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[Describe the relevant detail, evidence, or

Date
[Date]
[Date]

[Date]

Owner

[Owner]

Status

[Open/
Complete]

Notes

[Notes]
[Notes]

[Notes]
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