
 

 

Standard Operating Procedure 
Title: [Insert SOP Title] 
Version: [Insert Version Number] 
Effective Date: [Insert Date] 
Next Review Date: [Insert Date] 

1. Purpose 

Objective [Insert Purpose of the SOP] 

2. Scope 

Area of Application [Insert Scope of the SOP] 

3. Responsibilities 

Role Responsibilities Additional Info 

Warehouse Manager 

  

Warehouse Staff 

  

Logistics Coordinator 

  

 



 

4. Procedures 

Process Objective Steps Remarks 

Receiving 
Goods 

   

Storing 
Inventory 

   

Order Picking 
   

Packing 
   

Shipping 
   

Inventory 
Management 

   

Incident 
Reporting 

   

5. Safety and Compliance 

Health and Safety [Insert Health and Safety Standards] 

Regulatory Compliance [Insert Regulatory Compliance Requirements] 

6. Performance Monitoring 

Key Metrics [Insert Performance Metrics] 



 

7. Documentation and Record Keeping 

Required Documentation [Insert Required Documentation] 

8. Review and Updates 

Review Frequency [Insert Frequency of Review] 

Update Process [Insert Procedure for Updates] 

9. Appendices 

Appendix A [Insert Appendix Description] 

Appendix B [Insert Appendix Description] 
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