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C A P A C I T Y  A N D  B O O K I N G  B R I E F I N G E X E C U T I V E  S U M M A R Y

The read

The floor is 84% committed and two of the three peak weeks are oversold. The oversell is not large; it is

concentrated in one process, and moving one customer's finishing by a week clears both weeks

without touching anyone's delivery date.

84%
Committed capacity, next

quarter

2
Weeks oversold

1
Process carrying the oversell

1
Customer move that clears it

C L E A R N O T  C L E A R

What is being bought, before it is described.

T H E  C L O T H  ·  M C L E U K E R  H O U S E  S E T

S O  W H A T The oversell is one process in two weeks and it is solvable by a conversation. The unwritten bookings are

the larger exposure, and they are invisible until someone else books the slot.
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Knitting across every week.01

Linking across every week.02

Eleven of thirteen weeks overall.03

Finishing in weeks 6 and 7.01

No written booking with two customers.02



C A P A C I T Y  A N D  B O O K I N G  B R I E F I N G C A P A C I T Y

The floor

C O M M I T T E D  C A P A C I T Y  B Y  P R O C E S S

W1 W2 W3 W4 W5 W6 W7 W8 W9 W10

Knitting

Linking

Finishing

Packing

Weeks 6 and 7 on finishing are marked as oversold. Everything else is at or under committed capacity at current staffing.

The description a factory builds from.

T H E  S P E C  ·  M C L E U K E R  H O U S E  S E T

S O  W H A T One process, two weeks. Reading capacity by process rather than in total is what makes it a solvable

problem instead of a general shortage.
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C A P A C I T Y  A N D  B O O K I N G  B R I E F I N G P L A T E

A cloth, a trim and a hand. Everything else is paperwork describing it exactly enough to
reproduce.

M C L E U K E R  H O U S E  S E T
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C A P A C I T Y  A N D  B O O K I N G  B R I E F I N G C O M M I T M E N T

The bookings

B Y  C U S T O M E R

C U S T O M E R U N I T S W E E K S B O O K I N G D E P O S I T

Customer A 14,2004-8 W R I T T E N Received

Customer B 9,8005-9 W R I T T E N Received

Customer C 6,4006-7 V E R B A L None

Customer D 3,1006-7 V E R B A L None

T H E  E X P O S U R E

V e r b a l  b o o k i n g s Two, both in the oversold weeks

I f  e i t h e r  c a n c e l s The oversell disappears and so does the revenue

I f  n e i t h e r  c a n c e l s The oversell is real and one has to move

W h a t  i s  m i s s i n g A written booking with a date and a deposit

N o t  a s s e s s e d Whether either would accept a week's move — not asked

S O  W H A T Both verbal bookings sit in the oversold weeks. Either they are real, in which case one has to move, or they

are not, in which case the floor is 12% emptier than it looks.
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C A P A C I T Y  A N D  B O O K I N G  B R I E F I N G D E C I S I O N S  A N D  C O L O P H O N

Decisions
D E C I S I O N S  A R I S I N G  F R O M  T H I S  B R I E F I N G

D E C I S I O N O W N E R B Y I F  I T  I S  N O T  TA K E N

Convert both verbal bookings to written, with deposits Sales Lead 22 Aug The floor plan rests on two conversations

Ask Customer D whether finishing can move one week Production Planner 22 Aug The oversell is resolved by overtime instead

Report capacity by process, not in total Production Planner 31 Aug A single-process constraint stays invisible

Set a standard booking form with deposit terms Commercial Director 30 Sep Every booking is negotiated separately

S O U R C E S  A N D  B A S I S

Committed capacity — our own production plan at the date of this document.

Bookings — written orders on file; verbal bookings recorded as verbal.

Capacity at current staffing — our own process rates.

I L L U S T R A T I V E  S A M P L E

This document is a rendered SAMPLE of the Capacity and Booking Briefing template, produced to show its structure, exhibit inventory and register. The

figures in it are illustrative and are not market intelligence. A real run of this template researches and cites its figures with an as-of year for each, or marks

them as modelled and states the basis — the rule the template itself carries.
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