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1.0 OBJECTIVE:  

 To lay down a Procedure for Handling of Non Moving Raw Materials, Packing Materials and  

            Finished Products. 
  

2.0 SCOPE: 

This SOP is applicable to Handling of Non Moving Raw Materials, Packing Materials and Finished 

Products  
 

3.0 RESPONSIBILITY: 

 Officer / Executive Warehouse/PPIC  
  

4.0 ACCOUNTABILITY: 

 Head Warehouse/PPIC 
 

5.0 ABBREVIATIONS: 
 

FG   Finished Goods 

OD   Oral Solid Dosage 

PPIC   Production Planning Inventory Control 

PM   Packing Material 

QA   Quality Assurance  

RM   Raw Material 

SAP   System Application and Products in Data Processing 

SOP   Standard Operating Procedure 
 

6.0 PROCEDURE:  
 

6.1 Officer / Executive Warehouse shall make the non-moving list in SAP and convert to MS excel sheet 

and list share to PPIC & purchase team. 
 

6.2 Officer / Executive Warehouse shall prepare the list of Nonmoving / Slow moving for Raw Materials, 

Packing Materials and Finished Products separately in SAP system by using T code of ZSMI , After 

that export in MS Excel sheet (SAP export screen short-I) on monthly basis or  when required by 

management of  “List of Non /Slow Moving Materials”. Report prepare through SAP system.   
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SAP Export Screen short-1 

 
 

6.3 Head Warehouse shall send the list to PPIC for the future course of action of the materials and PPIC 

list send to Head QA with the remark. 
 

6.4 Head QA and PPIC shall discuss the list with all concerned, based on outcome suitable action shall be   

proposed for such nonmoving materials for customer input and further action shall be initiated.  
 

6.5 Head QA shall send the list along with management comments customer input and further consolation 

Head Warehouse for further action. 
 

6.6 Officer / Executive Warehouse and Officer / Executive QA shall identify the materials based on  the 

merits of decision and transfer the materials which are to be destroyed to “Rejected Area” with proper 

status label. 

 

6.7 Officer / Executive Warehouse shall destroy the materials following the SOP. 
 

6.8 Officer / Executive Warehouse shall update the stock in SAP accordingly. 
 

6.9 Officer/Executive Warehouse shall maintain the records. 
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7.0 ANNEXURES:   
 

ANNEXURE No. TITLE OF ANNEXURE FORMAT No. 

Annexure-I List of Non Moving Materials   

 

  ENCLOSURES: SOP Training Record. 
 

 

8.0 DISTRIBUTION: 
 

 Controlled Copy No. 01 Quality Assurance  

 Controlled Copy No. 02  Warehouse  

 Master Copy   Quality Assurance 
 

 

9.0 REFERENCES:  

            Schedule M of the Drugs & Cosmetics Act 1940. 
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