SOP Template: Guidelines for Proper Storage and
Labeling of ltems

This SOP provides comprehensive guidelines for proper storage and labeling of items to ensure organization, safety, and
efficient inventory management. It covers best practices for categorizing and labeling materials, appropriate storage conditions
to prevent damage or contamination, and compliance with regulatory standards. The objective is to maintain a systematic
storage environment that facilitates easy identification, reduces errors, and enhances workplace safety.

1. Purpose

To outline procedures for the systematic storage and accurate labeling of all materials and items in the facility.

2. Scope

This SOP applies to all staff responsible for handling, storing, and managing inventory in all storage areas and warehouses.

3. Responsibilities

¢ Warehouse/Storage Staff: Ensure items are stored and labeled correctly.
¢ Supervisors/Managers: Oversee compliance with SOP and provide training as needed.
¢ Quality Assurance: Conduct periodic audits of storage and labeling processes.

4. Definitions

¢ Labeling: The process of affixing clear, durable identification to items or containers.
e Storage: The act and method of placing items in designated locations to ensure safety and order.

5. Procedures

5.1 General Storage Guidelines

Store items according to type, usage frequency, and compatibility (e.g., chemicals, perishables, equipment).
Organize storage areas with clear signage and division (e.g., shelving units, bins, racks).

Ensure aisles and access paths are clear and unobstructed at all times.

Use pallets, shelving, or containers to prevent items from contacting the floor.

5.2 Labeling Procedures

¢ Allitems/containers must be labeled at the time of storage.
e Labels mustinclude essential information, such as:
o ltem name/description
o Part or batch number (if applicable)
o Date received and/or expiration date
o Storage location code or identifier
o Special handling instructions (if required)
e Labels should be durable, legible, and resistant to environmental factors (e.g., water, chemicals).
¢ Qutdated or damaged labels must be replaced immediately.

5.3 Storage Conditions

¢ Maintain temperature and humidity within suitable ranges for different item categories.
e Store hazardous or sensitive items in compliance with legal and safety requirements.
¢ Regularly inspect storage areas for signs of contamination, damage, or pest activity.

5.4 Recordkeeping
¢ Maintain inventory logs and update records upon item receipt, relocation, or removal.

¢ Record all labeling information in inventory management systems, if applicable.
e Perform periodic audits and reconcile physical inventory with records.



6. Compliance and Safety

¢ Follow all company, industry, and regulatory requirements for storage and labeling.
¢ Report discrepancies, damaged goods, or safety hazards to supervisors immediately.
e Participate in regular training and refresher sessions.

7. Review and Revision

This SOP will be reviewed annually, or as needed, to ensure continued effectiveness and compliance.
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