Warehouse Standart Operating Procedures (SOP)

This Warehouse Standart Operating Procedures ("SOP" hereinafter) has been adopted by the Board of

Directors of on , as Version 1.0.

1. Objective

The objective of this SOP is to establish clear, consistent, and efficient processes for all activities carried
out within the warehouse to ensure smooth operations, optimal resource utilization, and adherence to
safety, quality, and regulatory standards. This SOP aims to provide employees with detailed guidance on
executing warehouse tasks while promoting operational excellence, minimizing errors, and ensuring the

timely and accurate handling of goods.

Key goals of this SOP are to maintain operational efficiency, inventory accuracy, safety and compliance
and assure quality. This SOP is providing a standardized framework for all employees to follow, ensuring

uniformity and clarity in operations across all shifts and teams.

2. Scope

This SOP applies to all personnel, processes, equipment, and activities within the warehouse environment.
It encompasses the complete lifecycle of warehouse operations, including but not limited to the receipt,

storage, handling, inventory management, and dispatch of goods.

The SOP is applicable to all warehouse personnel, including warehouse managers, supervisors, team
leaders, staff involved in receiving, inventory control, picking, packing, and shipping, forklift operators,

material handlers, and other equipment operators.

Inbound operations, storage operations, inventory management, order fulfillment, outbound operations
and any other operations related with the warehouse shall be lead in accordance with the provisions of
this SOP. Interaction with external parties, including suppliers, transporters, and auditors, as related to

warehouse activities shall also be considered in the scope of this SOP.
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3. Responsibilities

The successful implementation of this SOP relies on the assignment of task responsibilities and tasks to
various roles within the warehouse. Each team member is responsible for specific tasks, indicated below;

Warehouse Manager

¢ Oversee all warehouse operations and ensure compliance with SOP guidelines.
¢ Develop and enforce policies for safety, quality, and efficiency.

e Manage staff schedules, training, and performance evaluations.

e Monitor inventory accuracy, operational metrics, and process improvements.

e Serve as the primary point of contact for internal and external stakeholders.

Warehouse Supervisor/Team Leader

= Supervise daily operations, including receiving, storage, picking, packing, and shipping.
= Assign tasks to team members and monitor progress to meet deadlines.

= Ensure compliance with safety and quality standards during all activities.

= Report discrepancies, damages, or issues to the warehouse manager.

= Provide on-the-job training and guidance to staff.

Receiving Personnel

¢ Verify and inspect incoming goods against purchase orders or delivery documentation.
» Record received inventory in the warehouse management system (WMS).
e Communicate discrepancies or damages to the supervisor.

e Ensure proper storage and labeling of incoming items.

Inventory Control Specialist

e Maintain accurate records of stock levels and movements in the WMS.
e Conduct regular cycle counts and physical inventory audits.
¢ Identify and report inventory discrepancies or trends, such as shrinkage.

¢ Coordinate with other departments to address stock-related issues.

Shipping_Personnel
e Prepare goods for dispatch, including palletization and securing shipments.
¢ Verify shipping documentation and ensure accurate labeling.

¢ Load goods onto transport vehicles following safety protocols.
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Maintenance and Housekeeping_Staff

¢ Ensure the warehouse remains clean, organized, and free of hazards.
e Perform routine maintenance on warehouse facilities and equipment.

¢ Address spills, debris, or unsafe conditions promptly.

All Employees
¢ Adhere to the guidelines and standards outlined in this SOP.
¢ Follow safety protocols and report incidents or unsafe conditions immediately.
e Participate in training and development programs as required.

e Communicate effectively with team members and supervisors to resolve issues.

4. Tools and Equipment

Efficient warehouse operations rely on the proper use and maintenance of tools and equipment. All
equipment must be handled by trained personnel and used according to safety guidelines. Regular
inspections should be conducted to ensure tools are in good working condition. Any malfunctioning or

damaged equipment must be reported and removed from service until repaired.

Tools and equipment should be stored in designated areas after use to maintain an organized and safe
workspace. Routine maintenance and servicing must be performed in line with manufacturer

recommendations to prevent breakdowns and ensure long-term reliability.

5. Safety Guidelines

Ensuring the safety of all personnel, equipment, and materials is a top priority in the warehouse. The
following guidelines outline the safety protocols that must be strictly adhered to by all employees to

minimize risks, prevent accidents, and maintain a safe working environment.

In warehouse, all employees and third parties always wear the required Personal Protective Equipment
(PPE), including safety helmets, gloves, high-visibility vests, and steel-toe boots. All employees is obliged
to report any unsafe conditions, hazards, or incidents immediately to a supervisor. It is crutial to maintain
good housekeeping by keeping aisles, exits, and workspaces clean and free of obstructions and follow

proper lifting techniques to avoid strain or injury.
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Only trained and authorized personnel are permitted to operate forklifts, pallet jacks, and other warehouse
equipment. Authorized employees are obliged to conduct pre-operation checks on all equipment to ensure

it is in good working condition and report any malfunctions or damages immediately.

All materials should be stackted safely and securely to prevent tipping or falling and heavy items should
be stored on lower shelves and lighter items on higher shelves. Ensuring all items are labeled and stored

according to their designated locations is a crutial obligation for supervisors.

All accidents, injuries, or near misses shall be reported to a supervisor immediately, regardless of severity.

6. Maintenance and Cleaning

Regular maintenance and cleaning are essential to ensure the warehouse operates safely and efficiently.
All areas, equipment, and tools must be kept in good condition to prevent accidents, reduce downtime, and

maintain productivity.

Work areas, aisles, and emergency exits should be kept clean and free of obstructions at all times. Waste
and recyclable materials shall be disposed properly in designated bins. Authorized employees should

perform routine inspections and maintenance on all equipment according to the schedule.

Cleaning schedule is as follows;
Daily: Sweep floors, empty trash, and clean high-traffic areas.
Weekly: Deep clean equipment, shelves, and less frequently used areas.

Monthly: Inspect and clean storage racks, ventilation systems, and hard-to-reach spaces.

7. Maintenance and Cleaning

| acknowledge that | have received, read, and understand the Warehouse Standard Operating Procedures
(SOP). | agree to comply with the guidelines, policies, and safety protocols outlined in this document. |
acknowledge that failure to adhere to these procedures may result in corrective action, up to and including

termination of employment.

Employee
Name
Date

Signature
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