Standard Operating Procedure (SOP)
Updating Inventory Management Systems

This SOP details the process for updating inventory management systems, ensuring accurate tracking of stock
levels, timely recording of new arrivals and withdrawals, synchronization between physical and digital inventories,
regular data validation and error correction, implementation of system upgrades, and staff training for efficient system
use. The goal is to maintain reliable inventory data to support effective supply chain management, reduce stock
discrepancies, and enhance overall operational efficiency.

1. Purpose

To establish a standardized process for updating and maintaining inventory management systems to ensure accuracy,
reliability, and integrity of stock data.

2. Scope

This procedure applies to all employees responsible for handling, recording, and reconciling inventory within the
organization.

3. Responsibilities

Inventory Clerks: Record inventory movements and perform routine checks.

Warehouse Supervisors: Validate stock levels, oversee system updates, and report discrepancies.
IT Department: Implement system upgrades and maintain software integrity.

Trainers/Managers: Facilitate staff training and ensure adherence to SOP.

4. Procedure

1. Login and Access Control
o Access the inventory management system (IMS) using secured credentials.
2. Recording New Arrivals
o Receive delivery note or shipment documents.
o Physically inspect and count goods upon arrival.
o Enter items into IMS, including quantities, batch numbers, and arrival dates.
o Label and store goods as per company policy.
3. Recording Withdrawals/Dispatches
o Verify order or withdrawal request.
o Pick items from inventory and record item codes, quantities, and departure dates in IMS.
o Update physical stock records and synchronize with the digital system.
4. Synchronization Between Physical and Digital Inventories
o Conduct routine cycle counts (e.g., weekly, monthly, quarterly).
o Compare system records with physical inventory.
o Document and investigate discrepancies; correct IMS if justified.
5. Data Validation and Error Correction
o Run automated system checks for input errors and duplicate records.
o Manually verify flagged records and correct any inconsistencies.
6. System Upgrades and Maintenance
o Coordinate with IT to schedule upgrades or patches outside of business hours.
o Backup current data prior to any system changes.
o Test system functionality after upgrade completion.
7. Staff Training
o Provide onboarding training for new staff on the IMS.
o Conduct regular refresher courses and distribute updated SOPs following system changes.
8. Reporting and Documentation
o Document all updates, errors detected, and corrections made in an inventory log.
o Generate monthly reports summarizing inventory activity and accuracy.

5. Documentation

Inventory logbook/digital records
System upgrade/change logs
Training attendance sheets
Monthly inventory reports



e Discrepancy reports

6. Review and Approval

Version Date Reviewed By Approved By

1.0 2024-06-01 Jane Doe, Inventory Manager John Smith, Operations Director

7. Revision History

Version Date Description of Change Changed By

1.0 2024-06-01 Initial SOP created Jane Doe

End of SOP
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