
Standard Operating Procedure (SOP)
Resource and Material Procurement and Management
This SOP details the processes for resource and material procurement and management, encompassing supplier
selection, purchasing procedures, inventory control, quality assurance, storage practices, and timely distribution. The
objective is to optimize resource utilization, ensure cost-effectiveness, maintain sufficient stock levels, and support
uninterrupted operational activities by establishing clear guidelines for acquiring and managing materials efficiently.

1. Scope

This SOP applies to all personnel involved in procuring, receiving, storing, managing, and distributing materials and
resources required for operational activities.

2. Definitions

Procurement: The process of sourcing, negotiating, and acquiring goods and services from external suppliers.
Inventory: The stock of materials, supplies, and resources held for operational use.
Supplier: An individual or organization providing goods or services.

3. Responsibilities

Role Responsibilities

Procurement Officer Initiate procurement, evaluate suppliers, place orders, and maintain records.

Inventory Manager Monitor stock levels, oversee storage, and ensure adequate supplies.

Quality Assurance Inspect incoming materials for quality and compliance.

Warehouse Staff Receive, store, and distribute materials as required.

4. Procedure

4.1 Supplier Selection

1. Identify required resources and materials.
2. Solicit quotations/proposals from at least three suppliers.
3. Evaluate suppliers based on quality, cost, reliability, and lead time.
4. Approve and document selected supplier(s).

4.2 Purchasing Procedures

1. Raise a purchase requisition specifying type, quantity, and specifications.
2. Obtain budgetary approval as per company policy.
3. Issue purchase order to approved supplier.
4. Maintain all relevant records (quotations, purchase orders, approvals).

4.3 Receipt and Quality Assurance

1. Receive materials at designated location.
2. Inspect goods for quantity, quality, and compliance with specifications.
3. Document any discrepancies or damages and inform supplier if necessary.
4. Accept or reject deliveries as per quality standards.

4.4 Inventory Control

1. Log incoming materials into inventory management system.
2. Monitor stock levels regularly and set reorder points/minimum stock levels.
3. Conduct periodic physical inventory checks and reconcile records.
4. Report stock variances to management for corrective action.

4.5 Storage Practices



1. Store materials as per manufacturer's recommendations (e.g., temperature, humidity).
2. Label storage locations and arrange stock for easy retrieval.
3. Implement FIFO (First-In, First-Out) or FEFO (First Expiry, First Out) as applicable.
4. Maintain cleanliness and safety standards in storage areas.

4.6 Distribution

1. Process material requests from departments in a timely manner.
2. Document and authorize all material issues and returns.
3. Ensure prompt delivery to point of use, updating inventory accordingly.

5. Documentation and Records

Keep copies of all procurement documents (requisitions, quotations, POs, invoices, delivery notes).
Maintain up-to-date inventory logs.
Document quality checks and non-conformances.

6. Review and Continuous Improvement

Conduct periodic reviews of procurement and inventory processes.
Identify opportunities for cost reduction and efficiency improvement.
Update SOP as needed based on feedback and operational changes.

7. References

Company Procurement Policy
Inventory Management Manual
Relevant quality standards and regulations

8. Revision History

Date Version Description of Changes Author

2024-06-05 1.0 Initial SOP release [Your Name]


	Standard Operating Procedure (SOP)
	Resource and Material Procurement and Management
	1. Scope
	2. Definitions
	3. Responsibilities
	4. Procedure
	4.1 Supplier Selection
	4.2 Purchasing Procedures
	4.3 Receipt and Quality Assurance
	4.4 Inventory Control
	4.5 Storage Practices
	4.6 Distribution

	5. Documentation and Records
	6. Review and Continuous Improvement
	7. References
	8. Revision History



