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Purpose 

The purpose of this SOP is to outline the standard procedures for efficient warehouse 

management to ensure the effective handling of goods. 

Scope 

This procedure applies to all warehouse personnel and covers all aspects of warehouse 

operations including receiving, storage, inventory control, and dispatching of goods. 

Responsibilities 

Warehouse Manager: Oversees all warehouse operations and ensures compliance with SOP. 

Warehouse Staff: Responsible for executing tasks as per outlined procedures. 

Procedures 

1. Receiving Goods: All incoming goods must be checked against shipment documents 

upon arrival. 

2. Storage: Items should be stored in designated locations and organized for easy access. 

3. Inventory Control: Regular inventory counts should be conducted to maintain accurate 

stock levels. 

4. Dispatch: Ensure that all outgoing shipments are accurately packed and labeled. 

Documentation 

All processes must be documented and records maintained for auditing purposes. 

Review and Revision 

This SOP shall be reviewed annually and revised as necessary to improve warehouse 

management practices. 
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