
SOP: Storage Area Organization and Labeling
Standards
1. Purpose
This SOP establishes storage area organization and labeling standards, focusing on systematic arrangement of
materials, clear identification through standardized labeling, inventory management, safety compliance, and efficient
space utilization. The goal is to enhance accessibility, prevent mix-ups, reduce hazards, and streamline operations by
implementing consistent organizational methods and labeling practices in all storage areas.

2. Scope
This procedure applies to all storage areas, including warehouses, stockrooms, supply closets, and any other locations
used for storing materials and products within the facility.

3. Responsibilities
Storage Area Supervisors: Ensure SOP compliance and oversee organization and labeling.
Employees: Follow established organization and labeling protocols.
Inventory Management Team: Monitor inventory levels and labeling accuracy.
Safety Manager: Ensure labeling and arrangement comply with safety regulations.

4. Procedures
1. Systematic Arrangement of Materials

Group items by type, size, or frequency of use on designated shelves or bins.
Place frequently accessed materials at eye level or within easy reach.
Separate hazardous materials from other inventory, following safety guidelines.

2. Standardized Labeling
All shelves, bins, racks, and storage containers must be clearly labeled.
Labels must include: Item name, part number or SKU, storage location code, and, where applicable,
expiration or manufacturing dates.
Use standardized label format and font for consistency (see section 5).

3. Inventory Management
Update inventory records with each inbound and outbound transaction.
Conduct monthly verification of label accuracy and storage organization.

4. Safety Compliance
Ensure that storage arrangements permit clear access to emergency exits and equipment.
Maintain proper labeling for hazardous or regulated materials in accordance with legal requirements.

5. Efficient Space Utilization
Maximize vertical and horizontal storage space with appropriate shelving, stacking, and organization.
Avoid overloading shelves; adhere to weight limits.

5. Labeling Standards

Element Requirement

Label Material Durable, water- and smudge-resistant material (e.g., laminated labels or label tape)

Text Format Clear, legible font (Arial/Helvetica, minimum 12pt)

Information Included Item name, SKU/part number, location code, expiration/manufacturing date (if applicable)

Label Placement Front-facing, unobstructed, at eye level or as close as feasible

Color Coding (Optional) Use colored labels or tags to distinguish product categories or hazard types

6. Documentation



Maintain updated storage maps and inventory lists.
Retain inventory audit and compliance check records for a minimum of 1 year.

7. Revision History

Version Date Description Author

1.0 2024-06-07 Initial SOP issued [Author Name]

This document is controlled. Printed copies are uncontrolled and for reference only. Confirm accuracy with the digital master.


	SOP: Storage Area Organization and Labeling Standards
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedures
	5. Labeling Standards
	6. Documentation
	7. Revision History


