SOP Template: Stock Storage Organization and
Arrangement Guidelines

This SOP provides stock storage organization and arrangement guidelines designed to optimize space utilization,
enhance inventory management, and ensure safety. It covers proper categorization, labeling, and stacking methods,
maintaining accessibility, and preventing contamination or damage. The guidelines aim to streamline stock handling
processes, reduce retrieval times, and maintain product integrity throughout storage.

1. Purpose

To establish clear and effective procedures for organizing, arranging, and storing stock to optimize space, ensure safety,
and facilitate efficient inventory management.

2. Scope

This SOP applies to all personnel involved in receiving, handling, and storing inventory within the storage area(s).

3. Responsibilities

¢ Warehouse Supervisors: Oversee compliance to SOP guidelines.
¢ Stock Handlers: Implement storage procedures as directed.
¢ Inventory Managers: Monitor inventory records and storage practices.

4. Procedure

1. Preparation
o Inspect and clean storage areas prior to receiving new stock.
o Ensure all shelving, racks, and pallets are in safe and good condition.
2. Categorization of Stock
o Group items by type, usage, size, and/or frequency of access.
o Segregate hazardous, fragile, or perishable items as per safety guidelines.
3. Labeling
o Use clearly visible, standardized labels for all categories and items.
o Include item name, code/ID, batch/lot number, and expiry date (if applicable).
4. Arrangement & Stacking
o Store heavier items on lower shelves, lighter items above.
o Maintain aisles and access routes clear for safety and efficiency.
o Adhere to maximum stacking heights to prevent collapse or damage.
5. Accessibility
o Arrange frequently used items within easy reach and clearly marked locations.
o Use FIFO (First-In, First-Out) or FEFO (First-Expired, First-Out) as appropriate.
6. Prevention of Contamination and Damage
o Ensure food, pharmaceuticals, or sensitive goods are stored in clean, controlled environments.
o Protect items from pests, moisture, and direct sunlight.
7. Regular Review and Auditing
o Conduct routine inspections of the storage area and inventory.
o Update inventory systems following stock movements.

5. Documentation

e Stock Intake and Release Logs
¢ Inventory Checklists
¢ Inspection and Audit Reports

6. Safety and Compliance

¢ Follow all safety protocols and legal requirements relevant to specific stock types.
e Use appropriate PPE when handling hazardous or heavy items.

7. Revision History



Date Version Description of Change Approved By

2024-06-05 1.0 Initial SOP release Warehouse Manager



	SOP Template: Stock Storage Organization and Arrangement Guidelines
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedure
	5. Documentation
	6. Safety and Compliance
	7. Revision History


