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The purpose of the procedure/task
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Specific components to successfully perform the 
task/procedure

Responsibility (who executes)
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Specific components to successfully perform the 
task/procedure

Activity Number and Description / Steps
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Specific components to successfully perform the 
task/procedure

Frequency / Date / 
Day
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Specific components to successfully perform the 
task/procedure

Tool 
(SAP/Excel/Manual)
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Business Rules

Business 

Rules

1. Inventory count should be carried out while receiving and picking 

operation is not performed 

2. While carrying out Inventory Count, make sure all the SKU’s are 

stored properly
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Process Owner and Verification Personal

ACCOUNNTABLE 

(who owns the process)
Warehouse Manager

CONSULTED 

(who verifies the process)
Supply Chain Head
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Effectiveness Criteria
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Key Metric Definition
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SOP Process

This file or database should indicate:

SOP Document Tracking and Archival

WAREHOUSE SOP

Document ID:

DBS-SCM-IN-001

Process Title:

Inventory Control
Issued Date:
10-June-2014

Version #

1.0

Prepared By:

Mr. ABC
Date Prepared: 
01-June-2014

Effective Date:

14-June-2014

Reviewed By:

Mr. PQR
Date Reviewed:
05-June-2014

Standard:
Approved By:

Mr. XYZ
Date Approved:
08-June-2014

The organization should maintain a master list of all SOPs

• The SOP number
• Version number
• Date of issuance 
• Title
• Author 
• Status
• Organizational 

division 
• Reviewed and 

Approval personal
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