Job Aid 4: Proper Inventory Storage Guidelines301
	Identify a secure and adequate storage site
	
	Organize the supplies carefully 

	· Locked

· Accessible only to authorized personnel

· Free from extreme temperature and humidity

· Free from direct sunlight exposure

· Free of pests

· Free from excess moisture (water leaks and drips)

· Free of clutter and trash

· Adequate ventilation

· Sufficient lighting
	· 
	· Use shelves and bins to organize supplies

· Store according to temperature requirements

· Store similar items together (controls with controls, calibrators with calibrators)

· Group identical items in smaller groups that are easy to count

· Arrange items within each group by alphabetical order 

· Store all items on shelves (not on the floor)

· Label the shelves with the name of each item in that area of the shelf

· Perform inventory management of supplies and reagents

· Store all items on shelves with shorter expiry dates at the front (FEFO)

· Rotate stock (FIFO)

· Check for any expired reagents/supplies 

· Designate, where appropriate, an area or on the items themselves:

· Received, not yet evaluated

· Evaluated, ready for use

· Not acceptable for use, to be returned or disposed



	Assess storage requirement 

as indicated by manufacturer for each reagent and supply
	
	

	· Keep ambient supplies in designated well maintained and monitored room (record temperature daily)

· Keep refrigerated supplies in designated well maintained and monitored refrigerators (record temperature daily)

· Keep frozen supplies in designated well maintained and monitored freezer (record temperature daily)
	
	

	Ensure safety of storage area
	· 
	· 

	· Appropriate storage of hazardous chemicals according to MSDS

· Glass or breakable items are stored on lower shelves

· All items are properly identified and labeled
	· 
	· 


