                                       SOP’S OF STORE DEPT.
	SR.NO.
	SOP'S
	FORMATS

	1
	SOP for RM receiving
	Raw material physical verification sheet

	
	
	 Inward register

	
	
	Location index

	
	
	Quarantine label

	2
	SOP for PM receiving
	Packing material physical verification sheet

	
	
	Quarantine label

	3
	SOP for recording temperature and RH
	Temperature and RH monitoring record

	4
	SOP of dispensing procedure
	Dispensing booth cleaning record

	
	
	Dispensing log book

	5
	SOP for warehouse cleaning
	cleaning log book

	6
	SOP for rejected material handling
	Rejected material record

	7
	SOP for return excess packing
	Excess material return record

	8
	SOP for scrap removal
	format is not available

	9
	SOP for cleaning of dispensing tool
	a. Dispensing tools cleaning record

	10
	SOP for cleaning of vacuum cleaner
	a. vacuum cleaner cleaning record

	11
	SOP for cleaning of spilage in the store
	 format not available

	12
	SOP for opening and closing of warehouse
	 format not available

	13
	SOP for FG dispatch
	 format not available

	14
	SOP for receiving, storing and delivery of finished products
	 format not available

	15
	SOP for cold chain
	Temperature monitoring record

	16
	SOP for receiving storage and handling of miscellaneous materials
	 format not available

	17
	SOP for rejected  finished goods products destruction
	Rejected finish good records

	18
	SOP for entry and exit for visitor ,staff and workers in warehouse
	format not available

	19
	SOP for entry and exit from raw material dispensing area
	Entry and exit record of RM store dispensing and sampling area

	20
	SOP for balance calibration
	Daily verification record

	
	
	Monthly calibration record

	
	
	Calibration status

	
	
	Balance usage log

	21
	SOP for cleaning of dynamic pass box
	UV burning hours record

	22
	SOP for handling of defected container
	format is not available



