
1️⃣ SOP Title
Housekeeping Store Management SOP – Inventory Control, Storage & Issue Procedure
2️⃣ Department
Housekeeping
(Co-ordination: Procurement, Accounts, Laundry, Engineering)

3️⃣ Purpose
To establish a structured system for managing the Housekeeping Store to ensure:
· Proper inventory control
· Prevention of stock shortages
· Avoidance of overstocking
· Controlled issuance of materials
· Safe storage of chemicals and supplies
· Cost control and accountability
The HK Store is a high-value operational control point and must be managed systematically.

4️⃣ Scope
Applicable to:
· Cleaning chemicals
· Guest room amenities
· Linen stock
· Uniform stock
· Guest supplies
· Housekeeping equipment
· Disposable items
· Tools and small assets
Applies to:
· Store Keeper / Linen Attendant
· HK Supervisor
· HK Manager
· Accounts
· Procurement Team

5️⃣ Responsibility
	Position
	Responsibility

	Store Keeper
	Maintain stock & records

	HK Supervisor
	Approve issue & monitor usage

	HK Manager
	Monitor inventory levels

	Accounts
	Conduct stock audit

	Procurement
	Replenish approved stock



6️⃣ Step-by-Step Procedure

PART A – RECEIVING GOODS

A. Material Receiving Process
1. Verify delivery against purchase order.
2. Check: 
· Quantity
· Quality
· Expiry date (for chemicals)
· Damage
3. Record in Goods Receiving Register.
4. Inform Accounts for invoice verification.
5. Store items immediately in designated area.
No material to be accepted without verification.

PART B – STOCK STORAGE

B. Storage Standards
1. Store items by category: 
· Chemicals
· Linen
· Amenities
· Equipment
2. Maintain labeled shelves.
3. Keep heavy items on lower racks.
4. Maintain ventilation.
5. Keep floor clean and dry.

C. Chemical Storage Safety
1. Store chemicals separately.
2. Keep in original containers.
3. Follow safety instructions.
4. Avoid mixing chemicals.
5. Restrict access.

PART C – STOCK ISSUE CONTROL

D. Issue Procedure
1. Department staff submits requisition form.
2. Supervisor approves request.
3. Store Keeper verifies stock.
4. Issue required quantity only.
5. Record in Stock Issue Register.
6. Obtain receiver signature.
No verbal issue allowed.

PART D – MINIMUM & MAXIMUM LEVEL CONTROL

E. Stock Level Monitoring
1. Maintain minimum stock level.
2. Identify reorder point.
3. Avoid overstocking.
4. Review stock weekly.
5. Inform procurement before reaching minimum level.

PART E – PERIODIC STOCK CHECK

F. Weekly Spot Check
1. Random verification of selected items.
2. Compare with stock register.
3. Identify discrepancies.

G. Monthly Physical Inventory
1. Conduct full stock count.
2. Reconcile with records.
3. Submit inventory report to management.
4. Investigate variance.

PART F – DAMAGED & EXPIRED ITEMS

H. Handling Damaged/Expired Stock
1. Identify expired chemicals.
2. Separate damaged goods.
3. Record in Damage Register.
4. Seek approval before disposal.
5. Dispose safely as per guidelines.

PART G – EQUIPMENT CONTROL

I. Tool & Equipment Tracking
1. Issue against record.
2. Record serial number (if applicable).
3. Inspect return condition.
4. Maintain Equipment Log.

PART H – SECURITY CONTROL

J. Store Access Control
1. Restrict store access to authorized staff.
2. Keep store locked.
3. Maintain key register.
4. Install monitoring if required.

PART I – CLEANLINESS & ORGANIZATION

K. Store Maintenance
1. Clean store daily.
2. Avoid clutter.
3. Maintain aisle space.
4. Follow FIFO (First In First Out).
5. Stack items properly.

PART J – DOCUMENTATION

L. Records to Maintain
· Goods Receiving Register
· Stock Issue Register
· Stock Balance Sheet
· Minimum Level Monitoring Sheet
· Damage & Expiry Register
· Equipment Issue Log
· Monthly Inventory Report

7️⃣ Do’s and Don’ts
Do’s
✔ Verify quantity at receiving
✔ Maintain proper labeling
✔ Follow FIFO system
✔ Record every issue
✔ Conduct monthly inventory
Don’ts
✘ Don’t issue without requisition
✘ Don’t mix chemicals
✘ Don’t overstock unnecessarily
✘ Don’t ignore expiry dates
✘ Don’t allow unauthorized access

8️⃣ Control Standards
· Accurate stock records
· No unrecorded issue
· Minimum level maintained
· Monthly reconciliation completed
· Proper chemical safety compliance

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Minor shortage
	HK Supervisor

	Repeated stock mismatch
	HK Manager

	Major discrepancy
	Management

	Chemical safety risk
	Management

	Suspicious activity
	Security



🔟 Documentation / Records Required
· Receiving Log
· Stock Issue Register
· Inventory Reconciliation Sheet
· Damage/Expiry Report
· Procurement Request Form

1️⃣1️⃣ Common Mistakes to Avoid
· Poor record keeping
· Over-issuing materials
· Ignoring minimum stock level
· Improper chemical storage
· No monthly physical inventory
· Allowing open access to store



