SOP Template: Inventory Tracking and Warehouse
Management Guidelines

This SOP details inventory tracking and warehouse management guidelines, encompassing accurate inventory
recording, stock level monitoring, warehouse layout optimization, proper storage techniques, order verification, shipment
handling, and regular audits. The goal is to ensure efficient inventory control, reduce discrepancies, enhance warehouse
organization, and support smooth supply chain operations through standardized procedures.

1. Purpose

To establish standardized procedures for tracking inventory and managing warehouse operations, ensuring accuracy,
efficiency, and compliance.

2. Scope

This SOP applies to all staff involved in inventory handling, warehousing, shipping, and receiving activities.

3. Responsibilities

¢ Warehouse Staff: Follow procedures for inventory handling and recordkeeping.
¢ Supervisors: Oversee process adherence and conduct regular audits.
¢ Inventory Manager: Maintain overall inventory accuracy and report discrepancies.

4. Procedures

1. Inventory Recording

o Receive goods and reconcile with purchase orders.

o Record inventory in the inventory management system, including SKU, quantity, location, and date.
2. Stock Level Monitoring

o Monitor stock levels daily or as required.

o Set minimum and maximum thresholds; trigger replenishment or investigation when levels are reached.
3. Warehouse Layout Optimization

o Assign clear zones for receiving, storage, picking, and shipping.

o Label aisles and racks for easy navigation and retrieval.
4. Proper Storage Techniques

o Store items based on size, weight, and handling requirements.

o Utilize FIFO (First-In, First-Out) and FEFO (First Expired, First Out) as applicable.
5. Order Verification

o Verify items against pick lists before shipping.

o Double-check quantities and product codes.
6. Shipment Handling

o Pack items securely, label shipments correctly.

o Record outgoing shipments and update inventory data.
7. Regular Audits

o Conduct cycle counts and full physical inventory checks periodically.

o Investigate and resolve any discrepancies found.

5. Documentation

¢ Maintain digital or physical logs for all inventory movements.



¢ Archive audit reports, receiving documents, and shipping records securely.

6. Safety and Compliance

¢ Follow all warehouse safety protocols and equipment handling guidelines.
e Comply with all applicable regulations for storage and transportation.

7. Review

This SOP must be reviewed annually or upon significant process changes.
8. Revision History

Version Date Description Author

1.0 2024-06-01 Initial Release Operations Manager
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