Logistics Standard Operating Procedure

Subject: Inventory Control
Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Your Name]
Department: [Insert Department Name]
Company: [Insert Company Name]

Purpose:

The purpose of this Standard Operating Procedure (SOP) is to outline the protocols for effective
inventory control within the logistics department.

Scope:
This SOP applies to all staff involved in inventory management and related logistics processes.
Procedure:

1. Inventory Receipt and Inspection
o Verify shipment against purchase orders.
o Inspect for damages or discrepancies.
2. Stock Recording
o Enter received inventory into the inventory management system.
o Update stock levels accurately.
3. Inventory Storage
o Store items in designated locations.
o Label shelves clearly for easy identification.
4. Periodic Inventory Counts
o Conduct monthly physical counts to reconcile records.
o Investigate and resolve discrepancies.
5. Inventory Reporting
o Generate and review inventory reports weekly.
o Adjust inventory records as necessary.

Responsibilities:

All logistics staff must adhere to this SOP and report any issues or concerns to the inventory
manager.

Review and Revision:



This SOP will be reviewed annually and revised as necessary to ensure compliance and
efficiency.

Thank you for your cooperation.
Sincerely,

[Your Name]
[Your Job Title]



