Standard Operating Procedure for Material Handling

Introduction:  There are currently two places where up-to-date information about target material is maintained.  In an effort to avoid losing, misplacing, or confusing expensive material, please make a conscientious effort to indicate in both locations the whereabouts and vital information about each and every bottle of target material you handle.

Location 1:  Card Catalog.  This card catalog serves as a physical reference for each bottle.  Each card in the catalog represents one bottle.  If you move a bottle to another slot, update the card and move the card to the appropriate area.  If you move, remove, use, add to, take away from or modify a bottle in any way, indicate this on the card.  The cards serve a running log of what has happened to the material, specifically, its whereabouts.

Location 2:  Excel Spreadsheet. This is the culmination of all the history of the bottle.  If you handle a bottle, after you have updated the card catalog, update the excel file.  If a bottle is taken away from the University, copy and paste its information to the end of the list, marking its location OUT, indicate it’s whereabouts in the comments section, and be sure to mark empty in it’s old spot.

Catch All:  If you are unaware of exactly how to update the two locations, thoroughly mark what you have done in a clear manner on a piece of paper and have one of the undergrad employees who is familiar with the SOP mark the appropriate updates.

Thank you for your diligent effort to maintain or target material information.

