
1️⃣ SOP Title
Beverage Stock Control SOP – Storage, Issue, Monitoring & Reconciliation Procedure
2️⃣ Department
Food & Beverage Service
(Co-ordination: Bar, Store, Purchase, Accounts, Management)

3️⃣ Purpose
To establish a structured beverage stock control procedure to ensure:
· Prevention of pilferage and leakage
· Accurate stock tracking
· Controlled issue and consumption
· Proper storage conditions
· Profitability protection
Beverage inventory is high-value and high-risk. Strict control is mandatory.

4️⃣ Scope
Applicable to:
· Alcoholic beverages
· Non-alcoholic beverages
· Soft drinks
· Juices
· Syrups
· Mixers
· Premium bottled items
· Mini-bar beverages
Applies to:
· Bar staff
· Storekeeper
· Supervisor
· Manager
· Accounts

5️⃣ Responsibility
	Position
	Responsibility

	Bar Staff
	Record daily consumption

	Storekeeper
	Maintain stock ledger

	Supervisor
	Verify daily stock

	Manager
	Review variance

	Accounts
	Audit inventory reports



6️⃣ Step-by-Step Procedure

PART A – RECEIVING CONTROL

A. Beverage Receiving
1. Verify delivery quantity.
2. Check brand, size, batch number.
3. Inspect packaging condition.
4. Record in goods receiving note.
5. Update stock ledger immediately.
No stock enters without documentation.

PART B – STORAGE CONTROL

B. Storage Standards
1. Store in secure, locked area.
2. Restrict access to authorized personnel.
3. Arrange bottles by category.
4. Store high-value items separately.
5. Maintain proper temperature and lighting.

PART C – DAILY ISSUE PROCEDURE

C. Stock Requisition
1. Bar staff raise requisition form.
2. Supervisor verifies requirement.
3. Storekeeper issues stock against signature.
4. Update stock ledger immediately.
No informal issuing allowed.

PART D – BAR PAR STOCK CONTROL

D. Maintain Par Level
1. Define par stock for each beverage.
2. Conduct daily closing stock count.
3. Replenish only to par level.
4. Avoid overstocking.

PART E – DAILY BAR RECONCILIATION

E. Bottle Control
1. Record opening stock.
2. Record issued stock.
3. Record closing stock.
4. Calculate consumption.
5. Compare with sales report.
Consumption must match sales.

F. Open Bottle Control
1. Mark open bottles.
2. Measure balance accurately.
3. Use standard measuring tools.
4. Record variance immediately.

PART F – HIGH-VALUE ITEM CONTROL

G. Premium Bottle Monitoring
1. Keep separate log.
2. Count daily.
3. Double-check issue and return.
4. Investigate missing items immediately.

PART G – BREAKAGE CONTROL

H. Handling Breakage
1. Inform supervisor immediately.
2. Record in breakage register.
3. Discard safely.
4. Investigate frequent breakage.

PART H – MONTHLY PHYSICAL STOCK AUDIT

I. Full Inventory Count
1. Conduct physical count monthly.
2. Match with stock ledger.
3. Identify variance.
4. Report discrepancies.
5. Adjust records with approval.

PART I – VARIANCE HANDLING

J. If Discrepancy Found
1. Recount stock.
2. Review sales report.
3. Check issue records.
4. Inform manager.
5. Document explanation.
No unexplained variance allowed.

PART J – FRAUD PREVENTION

K. Control Measures
1. No self-approval for issue.
2. Restricted access to storage.
3. Random surprise checks.
4. Daily closing count mandatory.
5. Monitor unusual consumption patterns.

PART K – DOCUMENTATION

L. Records to Maintain
· Beverage Stock Ledger
· Daily Bar Stock Sheet
· Issue & Requisition Form
· Breakage Register
· Monthly Stock Audit Report
· Variance Report

7️⃣ Do’s and Don’ts
Do’s
✔ Lock storage area
✔ Maintain daily stock sheet
✔ Record open bottle measurement
✔ Conduct surprise audits
✔ Investigate discrepancies
Don’ts
✘ Don’t issue without documentation
✘ Don’t leave storage unlocked
✘ Don’t ignore small variances
✘ Don’t allow unrestricted access
✘ Don’t delay reconciliation

8️⃣ Inventory Control Standards
· 100% documented stock movement
· Daily reconciliation completed
· Secure storage maintained
· Zero unexplained variance
· Monthly audit conducted

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Minor variance
	Supervisor

	Repeated discrepancy
	Manager

	High-value loss
	Management immediately

	Suspected pilferage
	Management

	Storage breach
	Management



🔟 Documentation / Records Required
· Stock Ledger
· Daily Reconciliation Sheet
· Issue Register
· Breakage Log
· Audit Report
· Incident Report

1️⃣1️⃣ Common Mistakes to Avoid
· Not measuring open bottles
· Weak storage security
· Delayed ledger updates
· Ignoring small shortages
· Lack of audit follow-up
· Overstocking bar area



