Standard Operating Procedure (SOP): Office Supply
Inventory and Procurement Process

This SOP details the office supply inventory and procurement process, encompassing procedures for monitoring stock
levels, requisitioning supplies, vendor selection and evaluation, purchase order management, receipt and inspection of
deliveries, inventory record maintenance, budget compliance, and ensuring timely replenishment to support uninterrupted
office operations. The aim is to streamline office supply management, optimize costs, and maintain efficient resource
availability.

1. Purpose

To establish a standardized process for inventory management and procurement of office supplies, ensuring cost-
effectiveness, adequate stock levels, and compliance with organizational policies.

2. Scope

This SOP applies to all employees responsible for requesting, approving, managing, and maintaining office supply
inventories and procurement in the organization.

3. Responsibilities

Role Responsibility

Office Manager/Inventory Coordinator | Stock monitoring, order placement, liaising with vendors, inventory record keeping

Employees Submitting supply requisitions as needed
Procurement Officer/Finance Approving purchases, ensuring budget compliance, processing payment
Receiving Staff Checking deliveries and updating inventory records

4. Procedure

1. Inventory Monitoring
o Maintain an updated inventory log (manual or electronic) of all office supplies.
o Conduct inventory checks at regular intervals (e.g., weekly/monthly).
o Identify low-stock items based on pre-determined minimum levels.
2. Requisition Process
o Employees submit supply requests using the designated form or system.
o Office Manager reviews requests for necessity and duplication.
3. Vendor Selection and Evaluation
o Solicit quotes from approved suppliers as per the office policy.
o Evaluate vendors based on price, quality, reliability, and delivery timelines.
o Maintain a list of pre-qualified vendors for recurring purchases.
4. Purchase Order Management
o Prepare and submit purchase orders (PO) for approved items.
o Ensure all POs are approved by the designated authority before dispatch.
o Retain copies of all POs for record-keeping and audit purposes.
5. Receipt and Inspection of Deliveries
o Receive deliveries and match items against the PO and delivery note.
o Inspect items for quantity, quality, and damage.
o Report discrepancies or damages to the vendor and document for records.
6. Inventory Record Maintenance
o Update inventory records immediately upon receipt and issuance of supplies.
o File all relevant documentation (receipts, delivery notes, issue slips).
7. Budget Compliance
o Ensure all procurements are within the approved office supply budget.
o Track expenditures regularly and flag any variances.
8. Replenishment & Contingency
o Place orders promptly when items reach reorder levels to avoid stockouts.
o Keep a list of emergency contacts for urgent or critical office supply needs.



5. Documentation

Inventory log or management system
Supply requisition forms

Purchase orders and approval records
Vendor quotations and contracts
Delivery and inspection records
Budget tracking reports

6. Review and Continuous Improvement

¢ Review the effectiveness of the process annually or as needed.
¢ Analyze issues such as frequent stockouts, overstocking, or budget overruns.
¢ Update SOP and process controls based on feedback and audit findings.

7. References

¢ Organizational Procurement Policy
e Office Supply Budget Plan
¢ Vendor Contracts and SLAs
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