
SOP Template: Inventory Issuing and Withdrawal
Documentation
This SOP details the procedures for inventory issuing and withdrawal documentation, including accurate
recording of inventory items, authorization protocols, withdrawal approval processes, and proper documentation to
maintain inventory control. The goal is to ensure accountability, prevent discrepancies, and streamline inventory
management by establishing standardized practices for issuing and withdrawing materials.

1. Purpose
To define standardized procedures for documenting inventory issuing and withdrawals to maintain inventory accuracy
and ensure accountability.

2. Scope
This SOP applies to all personnel involved in the handling, issuing, and withdrawal of inventory items within
[Department/Organization Name].

3. Definitions
Inventory Item: Any material, product, or supply held in stock for operational requirements.
Issuing: The process of releasing inventory items from storage to authorized personnel or departments.
Withdrawal: The authorized removal of inventory items from stock for operational use.
Issuance Authorization: Approval granted by designated personnel to release inventory items.

4. Responsibilities
Inventory Custodian: Maintain accurate inventory records and oversee processes.
Approving Authority: Review and authorize inventory withdrawal requests.
Requestor: Submit requests for issuing/withdrawing inventory and ensure documentation is complete.
Audit Personnel: Periodically review inventory transactions for compliance.

5. Procedures
1. Request Submission:

Complete Inventory Withdrawal Form (see Section 7).
Indicate item name, description, quantity, purpose, requested by, and date.

2. Authorization:
Forward the completed form to the Approving Authority.
Authorities review and sign for approval or reject the request. Document reasons for rejection if applicable.

3. Issuing Process:
Inventory Custodian verifies approved request and checks stock availability.
Issue the requested items and update inventory records immediately.

4. Documentation:
Record the transaction in the Inventory Register/Database.
Attach approved withdrawal forms to inventory records for audit purposes.

5. Reconciliation and Audit:
Perform periodic inventory counts and reconcile against withdrawn and issued items.
Report and investigate any discrepancies immediately.

6. Documentation & Records
Inventory Withdrawal Form
Inventory Register/Database
Authorization/Approval Logs
Audit Reports

7. Inventory Withdrawal Form Template

Field Description



Date Date of request

Item Name Name of inventory item

Description Brief description of item

Quantity Amount requested

Purpose Reason for withdrawal/issue

Requested By Name and signature of requestor

Approved By Name and signature of approving authority

Date Issued Date items were issued

Received By Name and signature of recipient

8. References
[Related company policies or procedures]
[Applicable regulatory requirements]

9. Revision History

Revision Date Description of Change Approved By

1.0 [Insert Date] Initial release [Insert Name]
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