Standard Operating Procedure (SOP)

Inventory Management and Stock Replenishment Procedures

This SOP details inventory management and stock replenishment procedures, encompassing the systematic
tracking of stock levels, regular inventory audits, accurate record-keeping, demand forecasting, supplier coordination, and
timely reorder processes. The procedures aim to maintain optimal stock availability, minimize stockouts and overstock
situations, streamline warehouse operations, and ensure efficient resource utilization, ultimately supporting uninterrupted
business operations and customer satisfaction.

1. Purpose

To establish uniform processes for managing inventory and replenishing stock, ensuring the right quantity of goods is
always available to meet business and customer demands.

2. Scope

This SOP applies to all inventory management staff, warehouse personnel, and purchasing departments involved in
inventory control and stock replenishment within [Company Name].

3. Responsibilities

Role Responsibilities
Inventory Manager Oversees inventory control, reviews audits, approves reorder requests.
Warehouse Staff Performs physical inventory counts, updates stock records, ensures correct storage.

Purchasing Team Coordinates with suppliers, places replenishment orders, tracks deliveries.

4. Procedure

1. Stock Level Monitoring
o Utilize inventory management systems to track real-time stock.
o Set and review minimum and maximum stock thresholds for each SKU.

2. Inventory Audits
o Conduct scheduled (monthly/quarterly/yearly) and random spot-check inventory counts.
o Reconcile physical counts with system records; report variances to the Inventory Manager.

3. Record-Keeping
o Document all stock movements: receipts, issues, adjustments, and disposals.
o Maintain up-to-date inventory logs in both digital and physical formats as required.

4. Demand Forecasting
o Review historical sales data and current trends to project future stock requirements.
o Consult with sales and marketing teams concerning upcoming promotions or seasonal demand
shifts.

5. Supplier Coordination
o Maintain up-to-date contact details and terms with approved suppliers.
o Assess supplier performance regularly regarding quality, delivery time, and pricing.

6. Reorder Process
o Identify stock items at or below reorder levels.
o Generate and approve purchase requisitions/orders as per company policy.
o Communicate orders to suppliers and confirm delivery schedules.

7. Receiving & Verification
o Verify quantities, quality, and condition upon receipt of goods.
o Update inventory system promptly; report and resolve discrepancies or damages.



8. Continuous Improvement
o Analyze inventory metrics (turnover ratio, holding cost, stockout rate) periodically.
o Adjust procedures or reorder points based on performance and business changes.

5. Documentation and Records
Inventory transaction logs

Audit and physical count reports
Purchase requisitions and orders
Supplier agreements and evaluations

6. Review and Revision

The SOP shall be reviewed annually or when significant changes to inventory procedures or business requirements occur.

Note: This is a template SOP and should be customized fto reflect the specific practices, roles, and technology used by
your organization.
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