
Standard Operating Procedure (SOP)
Guidelines for Organizing Tools, Parts, and Materials

1. Purpose
This SOP details guidelines for organizing tools, parts, and materials to ensure efficient workflow and easy
accessibility. It includes methods for categorizing, labeling, and storing items, maintaining inventory accuracy, and
implementing proper handling procedures. The goal is to optimize workspace organization, reduce downtime, prevent loss
or damage, and enhance overall productivity in the workplace.

2. Scope
This procedure applies to all staff responsible for handling, organizing, and maintaining tools, parts, and materials in the
workspace.

3. Responsibilities
Supervisors: Ensure compliance with SOP and conduct periodic audits.
Staff: Follow organization, labeling, and inventory procedures; report discrepancies.
Inventory Managers: Maintain and update inventory records.

4. Procedure
1. Categorization

Sort tools, parts, and materials by type, function, or frequency of use.
Assign a designated area for each category in the workspace.

2. Labeling
Label all storage units (bins, shelves, racks) with item names and codes.
Use clear, durable, and standardized labels for consistency.

3. Storage
Store frequently used items in easily accessible locations.
Use bins, cabinets, racks, and pegboards to maximize space.
Keep hazardous materials in secure and compliant storage solutions.

4. Inventory Management
Maintain up-to-date inventory records and perform regular stock counts.
Use inventory management software or logs for tracking.
Immediately record incoming and outgoing items.

5. Handling Procedures
Handle all items with care to prevent loss or damage.
Report damaged or missing items promptly.

6. Housekeeping
Return tools and materials to their designated locations after use.
Conduct daily or weekly workspace tidying and inspections.

5. Records

Record Type Responsible Person Retention Period

Inventory Log Inventory Manager 2 Years

Inspection Checklist Supervisor 1 Year

Incident Reports Staff / Supervisor 3 Years



6. Review and Update
This SOP shall be reviewed annually and updated as necessary based on audit findings, changes in workplace setup, or
process improvements.

7. References
Inventory Management Policy
Workplace Safety Guidelines
Hazardous Material Handling Procedures

8. Revision History

Version Date Description of Change Approved By

1.0 2024-06-10 Initial Release Operations Manager
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