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Foreword

Standard operating procedures (SOPs) are written guidelines for various routine 
functions at the Central Warehouse, and they elaborate on how the warehouse 
receives, issues, stores, and disposes of supplies coming from suppliers in other 
countries. The SOP manual briefly explains the various steps required under each of 
these functions. It is hoped that the application and practical use of these SOPs will 
support operations at the warehouse by helping employees to do their jobs more 
efficiently, reduce errors and variations, and make it easier to conduct employee 
performance appraisals as well as replicate processes across the warehouse.
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