SOP: Security Measures for Inventory Storage Areas

This SOP details security measures for inventory storage areas, encompassing access control protocols,
surveillance system implementation, inventory monitoring, employee training on security practices, and emergency
response plans to prevent theft, damage, and unauthorized access, ensuring the safety and integrity of stored assets.

1. Purpose

To establish standardized security measures for inventory storage areas in order to protect assets from theft, damage,
and unauthorized access.

2. Scope

This SOP applies to all inventory storage areas, including warehouses, stockrooms, and off-site storage facilities
managed by the organization.

3. Responsibilities

¢ Security Manager: Oversee implementation and compliance with security protocols.
¢ Inventory Managers: Monitor inventory levels and report discrepancies.

¢ Employees: Adhere to security guidelines and report suspicious activities.

¢ [T/Facilities Team: Maintain surveillance and access control systems.

4. Procedures

1. Access Control Protocols
o Limit access to authorized personnel only using key cards, biometric systems, or access codes.
o Maintain an up-to-date list of authorized individuals.
o Require visitors to sign in, wear visible visitor IDs, and be escorted at all times.
o Immediately revoke access of terminated or transferred employees.
2. Surveillance System Implementation
o Install CCTV cameras at all entry/exit points and key inventory locations.
o Ensure cameras are operational 24/7 and footage is stored securely for at least 30 days.
o Regularly inspect and maintain surveillance equipment.
3. Inventory Monitoring
o Conduct regular physical inventory checks and reconcile with inventory records.
o Use barcode or RFID systems for accurate tracking.
o Report and investigate all discrepancies or losses immediately.
4. Employee Training on Security Practices
o Provide initial and periodic security training for all employees handling inventory.
o Train staff to recognize and report security vulnerabilities and suspicious activities.
o Emphasize the importance of keeping access credentials confidential.
5. Emergency Response Plans
o Develop and communicate response procedures for security breaches, theft, fire, or other emergencies.
o Ensure accessible emergency exits and functioning alarm systems.
o Conduct regular drills and review of emergency protocols with staff.

5. Documentation

e Maintain records of access logs, incident reports, inventory audits, and training completion.
¢ Archive security footage and review periodically for compliance checks.

6. Review and Updates

This SOP will be reviewed annually or as needed to adapt to new security threats or changes in operations.
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