SOP Template: Inventory Storage and Organization
Guidelines

This SOP provides comprehensive inventory storage and organization guidelines, covering proper inventory
categorization, storage methods, space optimization, labeling and tracking systems, handling procedures to prevent
damage, regular inventory audits, and safety practices. The aim is to enhance inventory management efficiency, minimize
loss or damage, and ensure easy access and accurate record-keeping.

1. Purpose

To establish standardized practices for inventory storage, organization, and handling, thereby supporting efficient
operations and safe working conditions.

2. Scope

This SOP applies to all personnel involved in inventory management, storage, and handling in the designated facility.

3. Responsibilities

¢ Inventory Manager: Oversee implementation, review and update SOP as necessary.
¢ Warehouse Staff: Adhere to procedures, report discrepancies or hazards.
¢ All Employees: Follow safety and handling guidelines.

4. Procedure

4.1 Inventory Categorization

e Sortinventory into logical categories: raw materials, work-in-progress, finished goods, consumables, etc.
e Assign unique identification codes to each inventory category and SKU.
e Update records promptly for all new or removed items.

4.2 Storage Methods

e Store items on appropriate shelving, racks, or pallets according to weight and dimensions.
e Separate incompatible or hazardous materials as per safety regulations.
e Maintain designated zones for fast-moving and slow-moving inventory.

4.3 Space Optimization

¢ Organize shelves to maximize vertical and horizontal space.
e Designate clear aisles and access points to facilitate movement and equipment operation.
¢ Implement FIFO (First In, First Out) or FEFO (First Expired, First Out) systems where applicable.

4.4 Labeling and Tracking

e Use durable, legible labels including item description, code, and location.
e Utilize barcoding or RFID systems for electronic tracking if available.
¢ Conduct real-time updates in inventory management software or ledgers.

4.5 Handling Procedures



¢ Train staff on correct lifting and handling techniques.
e Use appropriate equipment (hand trucks, forklifts, etc.) for heavy or bulky items.
e Handle fragile or perishable goods with extra precautions as outlined by manufacturer or supplier instructions.

4.6 Inventory Audits

e Schedule regular cycle counts and comprehensive physical inventory checks.
¢ Reconcile discrepancies immediately and update records accordingly.
e Document findings and corrective actions taken.

4.7 Safety Practices

Ensure all storage areas are free from obstructions and tripping hazards.

Post and follow Material Safety Data Sheets (MSDS) for chemicals or hazardous substances.
Install fire extinguishers, first-aid kits, and emergency exits according to local regulations.
Conduct regular safety drills and equipment inspections.

5. Records & Documentation

e Maintain updated inventories, audit reports, safety checklists, and incident logs for at least 2 years or as
required by company policy.

6. Review

e SOP to be reviewed annually or upon significant process or regulatory changes.

7. References

e Company Inventory Management Policy
e Relevant safety standards (OSHA, local regulations)
¢ Inventory Management System Manuals
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