SOP: Storage and Organization of Supplies

This SOP describes the storage and organization of supplies, detailing proper methods for categorizing, labeling, and
arranging materials to maximize efficiency and ensure safety. It covers inventory management practices, optimal storage
conditions, accessibility standards, and regular inspection protocols. The goal is to maintain a well-ordered storage system
that reduces waste, prevents damage, and supports smooth operational workflows.

1. Purpose

To establish standardized procedures for the storage and organization of supplies, promoting efficiency, safety, and
accountability.

2. Scope

This SOP applies to all employees involved in handling, storing, and managing supplies in [Department/Organization
Name].

3. Responsibilities

¢ Supply Coordinator: Oversees supply storage and organization.
¢ Employees: Adhere to arrangements, report discrepancies, and follow established procedures.
e Supervisors: Ensure compliance and conduct periodic audits.

4. Procedure

4.1 Categorization of Supplies

1. Group supplies by type, function, or frequency of use (e.g., office supplies, cleaning materials, PPE).
2. Designate specific storage locations for each category.

4.2 Labeling

1. Clearly label shelves, bins, and containers with item names and stock codes.
2. Use color-coding or signage to aid quick identification if necessary.

4.3 Arrangement and Accessibility

1. Arrange items for first-in, first-out (FIFO) retrieval, placing older stock in front.
2. Store heavier items on lower shelves and lighter items higher up.

3. Ensure frequently used items are easily accessible.

4. Maintain clear aisles and unobstructed exits at all times.

4.4 Optimal Storage Conditions
1. Store temperature- or humidity-sensitive items as per manufacturer recommendations.
2. Avoid direct sunlight, moisture, and extreme temperatures where appropriate.
3. Ensure adequate lighting and ventilation in storage areas.
4.5 Inventory Management
1. Record all incoming and outgoing supplies in an inventory log (manual or digital).
2. Conduct physical inventory checks monthly.
3. Report low stock or discrepancies promptly to the Supply Coordinator.
4.6 Regular Inspection and Maintenance
1. Inspect storage areas weekly for cleanliness, order, and potential hazards.

2. Address spills, damages, or expired items immediately.
3. Document inspections and corrective actions taken.



5. Records

¢ Inventory logs
¢ Inspection checklists
¢ Incident and corrective action reports

6. Safety Considerations

¢ Follow all safety data sheet (SDS) instructions for chemical or hazardous supplies.
e Ensure personal protective equipment is available and used as required.
¢ Report potential hazards or unsafe conditions without delay.

7. Review & Revision

This SOP shall be reviewed annually or as needed to ensure relevance and compliance with regulations.

Appendix: Example Inventory Log

Date ltem Quantity Received Quantity Issued Balance Responsible Person

2024-06-12 | Printer Paper 20 5 15 Jane Doe

Approved by: Date:
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