SOP: Stock Level Monitoring and Gap Analysis
Procedures

This SOP describes the stock level monitoring and gap analysis procedures, including methods for regularly
tracking inventory levels, identifying discrepancies between actual and desired stock quantities, analyzing causes of stock
gaps, and implementing corrective actions. The goal is to maintain optimal stock availability, reduce stockouts and
overstock situations, and improve overall inventory management efficiency.

1. Purpose

To establish standard procedures for monitoring stock levels and conducting gap analysis to ensure the availability of
stock and reduce variances between actual and target stock levels.

2. Scope

This SOP applies to all personnel involved in inventory management, including warehouse staff, inventory analysts, and
procurement team members.

3. Responsibilities

Inventory Manager: Oversee all inventory monitoring and gap analysis activities.
Warehouse Staff: Perform regular stock counts and report discrepancies.
Procurement Team: Initiate corrective actions as needed.

Inventory Analyst: Conduct gap analysis and prepare reports.

4. Procedure

1. Stock Level Monitoring
o Maintain updated inventory records in the inventory management system.
o Perform regular (e.g., daily or weekly) physical stock counts as per schedule.
o Record actual stock levels and compare them with system-logged quantities.

2. Gap Identification
o Identify discrepancies between actual and expected stock levels (stockouts, excess, or missing items).
o Classify discrepancies according to severity (e.g., minor, moderate, major).

3. Gap Analysis
o Analyze root causes of stock gaps (e.g., errors in record-keeping, delivery delays, unexpected demand).
o Review historical data for recurring issues.
o Document findings in a gap analysis report.

4. Corrective Actions
o Develop and implement action plans to address identified gaps (e.g., reorder stock, adjust reorder points,
retrain staff).
o Assign responsibilities and set timelines for corrective actions.
o Monitor effectiveness of corrective actions and update procedures as needed.

5. Reporting and Communication
o Prepare regular inventory and gap analysis reports for management review.
o Communicate findings and action plans with relevant stakeholders.

5. Documentation

Inventory count sheets

Gap analysis report template
Corrective action log

Inventory management system records

6. Review and Audit

¢ Regularly review this SOP for effectiveness (at least annually).
e Update procedures as necessary based on audit results and process improvements.



7. Revision History

Version Date Description Author

1.0 2024-06-10 Initial release [Your Name]
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