
	

https://pibumusukeb.maxudijuz.com/919039463640681849596488410697971006249358?zadixekobikuzusodezutukatowufumujituwajemipolowafiruzubeku=sonetejutiwanowojozagovobolukejodimokomoketozasurasujutozuzofetaribomofewegavaginalisuxivozubinidokesuzutamutobigidowitasepizepokolafirivowezuxumexopufunibonixosorekujajuwevarolewimikifeworapogavetezebirotuz&utm_term=how+to+inventory+supplies&rewoxuwufefirasufodomomipufarube=powoduvoxenawatunodatetalemigurobafawafuvukipifenidufosujokudatefomezizadasonamedinuzumofolozofusoxuwadifazixipaxawomugupijafevamev
























Assigning	this	responsibility	to	one	person	streamlines	the	process.	A	good	office	inventory	manager	organizes,	monitors,	and	tracks	inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions	immediately.[1]Office	supplies	can	get	expensive,	so	the	supplies
manager	also	acts	as	a	gatekeeper	to	limit	access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so	you	can	keep	track	easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler	when	everything	is	stored	together	in	the	same	space.[2]If	youre
short	on	space,	a	large	shelf,	storage	closet,	or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so	finding	and	tracking	them	is	a	breeze.	Start	by	sorting	through	all
of	the	supplies	and	putting	like	with	like.	Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.[6]	Think	about	the	items	you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,	label	the	shelves,	baskets,	or	containers	with	the	name	of	each	item.
[7]For	example,	put	frequently-needed	supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go	on	higher	shelves	since	you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to	find.You	could	also	group	supplies	according	to	departmental	needs.[9]
For	example,	put	accounting	supplies	on	one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement	Making	a	master	list	is	easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the	product	brand,	name,	number,	color,	and	any	other	details	youll	need	to	know
when	it's	time	to	reorder	an	item.[10]For	example,	note	the	specific	brand	and	type	of	toner	the	main	office	printer	uses.	That	way,	you	dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to	medium-sized	offices.	You	dont	need	to	buy	special	software	to	manage	supplies
for	most	offices!	A	spreadsheet,	like	Excel	or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies	and	list	the	names	of	each	one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement	Create	a	final	column	to	keep	track	of	current	stock	levels.	Plug	the	total
number	you	have	in	stock	for	each	item	into	the	final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it	on	your	desktop	so	you	can	access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The	trigger	point	is	the	recommended	amount	of	each	item	to	keep	stocked	at	all
times.	Once	stock	drops	below	the	trigger	point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]	Software	simplifies	the	inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software	is	worth	the	money!	First,	type	in	the	supply	names	and	how	many	you	have
of	each	in	stock.	Then,	the	inventory	manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the	area.[14]If	updating	the	program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the	software	to	send	desktop	or	text	message	alerts	when	items	hit	their	trigger
points	so	you	never	miss	a	beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense	for	your	office.	For	example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!	Advertisement	Supply	checks	are	important	so	you	can	update	your	spreadsheet.
Depending	on	how	quickly	your	office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a	weekly,	bi-weekly,	or	monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current	stock	levels	and	reorder	what	you	need.[15]If	you	set	up	trigger	points,	remember
to	go	by	those	numbers	rather	than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to	stay	organized.	Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You	can	just	plan	to	order	everything	in	one	fell	swoop	on	the	appointed	day	and
everything	will	be	delivered	together.[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how	often	you	do	routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it	a	lot	harder	to	keep	track	of	everything.	It	can	also	get	costly	because
supplies	tend	to	disappear	at	a	much	faster	rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the	inventory	manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)	whenever	they	need	anything.	Add	New	Question	Question	What	can
you	use	to	keep	office	supplies?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with
celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let
clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.	Question	How	can	I
keep	office	supplies	efficiently?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with
celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let
clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.	Question	How	do	I	declutter	my	office	supplies?	Ashley	Moon,
MA	Professional	OrganizerAshley	Moon	is	the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching	business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or	business.	Ashley	hosts	workshops	and	speaking	engagements
at	various	venues	and	festivals.	She	has	trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business	coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization	project:	sort,	purge,	organize,	and	make	a	home	for	everything.	See
more	answers	Ask	a	Question	Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was	co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in
creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has
no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been	viewed	50,137	times.	Co-authors:	5	Updated:	February	27,	2022
Views:50,137	Categories:	Office	Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a	page	that	has	been	read	50,137	times.	According	to	the	research	company	OPI,	businesses	with	four	or	fewer	employees	spend	an	average	of	$1,844	for	each	employees	annual	office	tools.Dont	put	off	office	supply	inventorying.	An
accurate,	up-to-date	inventory	will	ensure	that	your	company	always	has	sufficient	stock.	Moreover,	it	will	enable	you	to	determine	if	your	purchases	are	assets	or	liabilities	within	your	companies	books.	You	may	even	be	able	to	covert	some	of	the	money	you	spent	on	those	consumables	into	end-of-year	tax	deductions.Now,	lets	go	over	the	basics	of
office	supply	inventory	and	how	it	can	impact	your	business.What	Youll	Need	to	Get	Started:Inventory	logLaptop	or	tabletCounterLedgerCalculatorCompany	books	or	ledgersConducting	a	Physical	Inventory	AccountTo	start,	you	will	have	to	perform	a	physical	office	supply	audit.	An	audit	will	help	you	develop	a	sum	of	all	the	products	in	your	office
supply	cache,	and	this	data	will	help	you	project	when	to	reorder	supplies	and	how	many	to	order.Step	1:	Prepare	an	Inventory	LogStart	by	preparing	an	inventory	log.	Gather	a	laptop	or	tablet	with	a	graphing	program	or	graph	paper	and	a	pencil	and	head	to	your	companys	supply	closet.	You	may	wish	to	use	an	inventory	log	template	(such	as	this
one).	If	youre	starting	from	scratch,	create	a	blank	Excel	or	graphing	file	with	verticle	columns	that	are	labeled:Inventory	IDNameDescriptionUnit	PriceQuantity	in	StockReorder	LevelReorder	Time	in	DaysQuantity	in	ReorderHere	are	21	free	small	business	inventory	templates.Step	2:	Group	SuppliesNext,	group	supplies.	You	may	choose	to	group
supplies	based	on	the	following:Type	(for	example,	paper,	writing	implements,	printing	supplies,	etc.)Location	(ideal	for	offices	with	multiple	supply	closets)Department	(suitable	for	large	companies)We	recommend	that	you	physically	organize	items	based	on	their	written	groupings,	and	it	will	enable	you	to	inventory	items	with	more	incredible	speed
and	precision	in	the	future.	Here	are	five	office	supply	closet	organizing	tips	to	get	you	started.Use	shelving,	totes,	dividers,	and	labels	to	organize	your	supply	closet	inventory.	Check	out	the	video	below	to	see	a	well-organized	office	supply	room.	In	the	video,	the	office	manager	uses	the	Kanban	System	to	organize	supply	closet	inventory:	The
Kanban	system	is	a	Japanese	lean	manufacturing	system.	You	can	easily	apply	the	principles	of	the	Kanban	system	to	office	supply	room	inventory.As	you	can	see	in	the	video,	most	office	supplies	are	stored	in	neatly	stacked	plastic	bins.	Each	bin	has	a	label	with	an	image	and	a	written	description	of	the	item	inside.	Inside	the	bins,	there	are	duplicate
identification	cards.	When	employees	take	the	last	thing	from	a	bin,	they	must	take	the	duplicate	identification	card	and	clip	it	on	a	nearby	order	board.	Once	the	item	has	been	ordered,	the	duplicate	card	is	moved	to	an	adjacent	ordered	board.	After	the	item	is	restocked,	the	duplicate	card	is	placed	back	inside	its	designated	bin.Of	course,	this	is	just
one	example	of	an	effective	office	supply	inventory	management	system.	The	speaker	in	the	video	points	out	that	this	system	works	well	because	they	can	order	most	supplies	with	less	than	a	days	notice.You	may	also	wish	to	divide	your	supplies	into	the	following	groups:General	Office	Supplies:	This	includes	pens,	pencils,	printer	paper	notebooks,
staples,	calculators,	etc.Technology:	External	hard	drives,	computer	cords,	thumb	drives,	etc.Shipping	Supplies:	Envelopes,	packing	tape,	stamps,	etc.Collaboration	tools:	Dry	erase	markers,	bulletin	boards,	projectors.	Etc.Janitorial	supplies:	Paper	towels,	trash	bags,	hand	soap,	etc.Kitchen	supplies:	Coffee,	disposable	cups,	stirrers,	etc.Step	3:	Count
SuppliesNow,	its	time	to	do	an	item	count.	One	way	to	ensure	your	counts	accuracy	is	to	use	a	click	counter,	like	those	used	in	baseball	and	golf.Log	the	name	or	item	number	for	each	type	of	supply.	Then,	log	the	total	number	of	each	item	under	the	quantity	in	stock	column	on	your	inventory	log.	A	spreadsheet	or	word	processing	program,	such	as
Microsoft	Excel,	should	help	you	facilitate	this	process.Step	4:	Schedule	Weekly	Physical	Inventory	ChecksSuppose	this	is	your	first	time	taking	inventory	of	your	offices	supplies,	schedule	a	month	of	once-weekly	inventory	checks.	You	will	need	to	record	the	number	of	currently	available	units	within	your	supply	closet	during	each	inventory	check.
You	will	use	these	numbers	to	determine	each	items	ideal	reorder	rate.Step	5:	Determine	a	Reorder	StrategyNow,	its	time	to	assess	the	ideal	reorder	rate	and	mount	for	each	product.	You	will	need	at	least	a	months	worth	of	accurate	inventory	counts	to	determine	the	average	amount	of	supply	used	each	day.	Add	all	four	weeks	of	inventory	sums	and
divide	by	four	to	determine	the	mean	average	weekly	supply	demand	for	each	item.First,	determine	the	number	of	days	it	takes	your	supplier	to	restock	that	item.	For	example,	if	your	supplier	ships	pens	once	every	two	weeks,	the	reorder	time	for	pens	would	be	14	days.	With	that	said,	the	reorder	level	for	pens	needs	to	account	for	at	least	two	weeks
worth	of	pens	and	some	cushion.	Moreover,	the	reorder	quantity	should	include	at	least	two	weeks	worth	of	pens.By	the	time	you	have	finished,	you	should	have	the	following	verticle	columns	on	your	inventory	log	filled	out	to	completion:Reorder	LevelReorder	Time	in	DaysQuantity	in	ReorderAvoid	over-ordering:	Offices	often	fail	to	identify	over-
ordering	issues	until	its	too	late.	Make	sure	that	employees	are	using	supplies	before	ordering	new	ones.	While	we	do	not	always	think	of	office	supplies	as	perishable	items,	many	office	products	have	limited	shelf	lives.	For	example:Ink	cartridges	may	dry	out	within	24	to	36	months.Printer	paper	may	degrade	when	exposed	to	excess	light	or	heat	for
extended	periods.Many	cleaning	supplies	feature	expiration	dates.Its	also	worth	mentioning	that	you	can	only	deduct	the	cost	of	supplies	used	during	the	current	year.	In,	your	unused	stockpile	of	Bic	pens	isnt	going	to	transform	into	a	tax	deduction	magically.Accounting	for	InventoryNow	that	youve	taken	an	accurate	physical	inventory	of	the	items
in	your	office,	its	time	to	account	for	all	of	that	stuff.	In	the	standard	business	accounting	method	(accrual	accounting),	assets	and	liabilities	you	must	account	for	regardless	of	whether	or	not	there	has	been	a	cash	transaction.Step	1:	Determine	Which	Supplies	are	Assets	and	LiabilitiesIn	accrual	accounting,	office	supplies	that	nobody	uses	are
considered	assets.	Meanwhile,	supplies	that	are	in	use	are	considered	liabilities.	If	youre	using	accrual	accounting,	you	will	charge	your	supplies	to	a	business	expense	account	as	you	use	them.Legitimate	businesses	should	keep	accurate	and	up-to-date	office	supply	inventory	logs.	Office	supply	accounting	will	help	you:Understand	and	track	your
expensesReduce	your	tax	liability:	Supply	expenses	are	considered	deductible	business	expenses.	As	such,	youll	want	to	include	them	in	your	businesss	quarterly	profit	and	loss	statements.Furnish	proof	of	business	expensesRemember:	Office	supplies	differ	from	office	equipment!	The	IRS	considers	things	like	computers,	laptops,	and	desks	listed
property.Step	2:	Calculate	the	Cost	of	Individual	UnitsCheck	with	your	supplier	to	determine	the	cost	of	each	unit.	Then,	multiply	that	cost	by	the	total	number	of	units	purchased	per	delivery.	Update	your	businesss	ledger	to	ensure	that	your	books	reflect	your	current	office	supply	spending.Step	3:	Calculate	Cost	of	Total	Inventory	ExpensesNow,	add
all	unit	costs	to	determine	your	total	inventory	expenses	for	each	accounting	period.	Most	companies	use	fiscal	calendars	to	decide	on	their	quarterly	accounting	periods.You	can	claim	your	office	expenses	as	tax	deductions	as	long	as:You	have	itemized	receipts	for	all	of	your	office	supply	purchases.The	supplies	were	ordinary	and	necessary	business
expenses.Step	4:	Transform	Assets	Into	LiabilitiesEach	time	an	office	supply	cache	is	depleted,	it	transforms	from	an	asset	to	a	liability.	Make	sure	to	update	your	companys	ledgers	at	the	end	of	each	financial	quarter.	You	may	wish	to	label	your	new	office	supply	liabilities	as	expense	removals.	Remember:Unused	supplies	are	listed	as	supplies	on
hand.Used	supplies	are	listed	as	supplies	expenses.You	should	adjust	the	supplies	balance	at	the	end	of	each	quarter.The	total	supplies	balance	adjustment	you	should	list	as	the	sum	of	supplies	expenses.TipsHere	are	a	few	steps	that	you	can	take	to	make	the	most	of	your	inventory	management	system.Use	Your	Supply	Ledgers	to	Plan	for	the
FutureThose	office	supply	ledgers	arent	just	for	IRS	auditors.	It	would	help	if	you	were	using	them	better	to	understand	your	companys	office	supply	spending	and	use.	You	should	be	able	to	use	the	data	to	forecast	future	spending	and	even	make	meaningful	changes	to	your	offices	daily	operations.Limit	Employees	AccessYoure	not	going	to	be	able	to
make	accurate	counts	if	employees	are	constantly	coming	in	and	out	of	supply	closets.	While	an	open	supply	closet	may	promote	employee	happiness,	it	does	little	to	promote	proper	inventory	control.	Therefore,	we	recommend	that	you	implement	the	following:Assign	Someone	the	Role	of	Supply	Closet	Gatekeeper:	Limit	supply	closet	access	to	one
person	or	a	small	group	of	people.	This	person	will	be	responsible	for	fulfilling	supply	requests	within	the	office.Lock	It	Up:	While	it	might	seem	like	an	extreme	measure,	placing	locks	on	supply	closets	or	valuable	inventory	puts	you	in	complete	control.	While	some	small	businesses	can	effectively	run	an	honor-system	office	supply	system,	this
typically	isnt	the	most	business-savvy	decision.Create	a	written	procedure	for	supply	requestsEnsure	that	you	track	all	supply	requestsIn	the	least,	require	employees	to	log	what	they	take	from	the	supply	room.	An	Inventory	Record	Logbook	will	help	you	audit	inventory	use.	Of	course,	an	honor	system	log	is	subject	to	misuse.Consider	Supply
ShrinkageAre	office	supplies	disappearing	into	thin	air?	According	to	OfficeMaxs	SMB	Office	Supplies	Shrinkage	Survey,	office	workers	tend	to	borrow,	misplace,	steal,	and	hoard	office	supplies.	This	sort	of	behavior	can	put	a	significant	damper	on	your	office	supply	inventory	efforts.	While	a	few	missing	pens	arent	going	to	be	the	demise	of	your
business,	continued	and	persistent	shrinkage	could	put	a	damper	on	your	businesss	financial	stability.	If	you	notice	any	red	flags	on	your	logs	or	ledgers,	it	might	be	time	to	implement	a	stricter	supply	use	policy	within	the	office.Dont	Get	Too	ComfortableInventory	checks	arent	one-and-done	events,	and	you	should	perform	regular	inventory	audits	at
the	end	of	each	accounting	period	or	whenever	issues	arise.	Constantly	your	most	current	inventory	logs	to	determine	supply	ordering	frequencies	and	amounts.Please	keep	an	open	mind	when	it	comes	to	office	supplies.	You	may	find	those	specific	office	policies	help	you	reduce	your	office	supply	spending	or	even	reduce	your	offices	carbon
footprint.You	may	be	able	to	save	money	by	switching	vendors,	shopping	in	bulk,	or	switching	to	generics.Dont	Forget	The	RulesYou	can	apply	the	first-in,	first-out	rule	to	any	inventory,	which	means	that	you	always	use	the	oldest	stock	first.	The	first-in,	first-out	rule	can	prevent	waste	when	it	comes	to	potentially	perishable	office	supplies.Just
Starting?You	can	depreciate	office	supplies	and	equipment	used	to	start	a	new	business.	As	of	2020,	you	can	deduct	up	to	$5,000	of	your	startup	costs	on	your	business	tax	return.Wrapping	UpWe	hope	you	enjoyed	our	guide	on	how	to	inventory	office	supplies.	An	accurate	and	up-to-date	office	supply	inventory	can	help	you	manage	your	businesss
spending	and	even	cash	in	on	some	hearty	end-of-year	tax	deductions.	Best	of	all,	when	you	apply	these	practices	correctly,	you	should	never	have	to	cope	with	supply	outages	again!	While	customer	service,	employee	happiness,	and	revenue	may	be	your	highest	priorities,	its	often	the	little	things	(including	pens	and	paper)	that	keep	a	business
chugging	right	along.	Do	you	have	any	remaining	questions	or	comments?	If	so,	feel	free	to	drop	them	in	the	section	below.	The	proud	owner	and	lead	writer	of	OFFICE-EQUIP.COMOffice	equipment	seller	since	2011.	Started	writing	in	2018	and	sharing	his	experience	and	knowledge	with	love	and	respect.Assigning	this	responsibility	to	one	person
streamlines	the	process.	A	good	office	inventory	manager	organizes,	monitors,	and	tracks	inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions	immediately.[1]Office	supplies	can	get	expensive,	so	the	supplies	manager	also	acts	as	a	gatekeeper	to	limit
access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so	you	can	keep	track	easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler	when	everything	is	stored	together	in	the	same	space.[2]If	youre	short	on	space,	a	large	shelf,	storage	closet,
or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so	finding	and	tracking	them	is	a	breeze.	Start	by	sorting	through	all	of	the	supplies	and	putting	like	with	like.
Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.[6]	Think	about	the	items	you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,	label	the	shelves,	baskets,	or	containers	with	the	name	of	each	item.[7]For	example,	put	frequently-needed
supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go	on	higher	shelves	since	you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to	find.You	could	also	group	supplies	according	to	departmental	needs.[9]	For	example,	put	accounting	supplies	on
one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement	Making	a	master	list	is	easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the	product	brand,	name,	number,	color,	and	any	other	details	youll	need	to	know	when	it's	time	to	reorder	an	item.[10]For
example,	note	the	specific	brand	and	type	of	toner	the	main	office	printer	uses.	That	way,	you	dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to	medium-sized	offices.	You	dont	need	to	buy	special	software	to	manage	supplies	for	most	offices!	A	spreadsheet,	like	Excel
or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies	and	list	the	names	of	each	one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement	Create	a	final	column	to	keep	track	of	current	stock	levels.	Plug	the	total	number	you	have	in	stock	for	each	item	into	the
final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it	on	your	desktop	so	you	can	access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The	trigger	point	is	the	recommended	amount	of	each	item	to	keep	stocked	at	all	times.	Once	stock	drops	below	the	trigger
point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]	Software	simplifies	the	inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software	is	worth	the	money!	First,	type	in	the	supply	names	and	how	many	you	have	of	each	in	stock.	Then,	the	inventory
manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the	area.[14]If	updating	the	program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the	software	to	send	desktop	or	text	message	alerts	when	items	hit	their	trigger	points	so	you	never	miss	a
beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense	for	your	office.	For	example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!	Advertisement	Supply	checks	are	important	so	you	can	update	your	spreadsheet.	Depending	on	how	quickly	your
office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a	weekly,	bi-weekly,	or	monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current	stock	levels	and	reorder	what	you	need.[15]If	you	set	up	trigger	points,	remember	to	go	by	those	numbers	rather
than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to	stay	organized.	Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You	can	just	plan	to	order	everything	in	one	fell	swoop	on	the	appointed	day	and	everything	will	be	delivered	together.
[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how	often	you	do	routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it	a	lot	harder	to	keep	track	of	everything.	It	can	also	get	costly	because	supplies	tend	to	disappear	at	a	much	faster
rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the	inventory	manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)	whenever	they	need	anything.	Add	New	Question	Question	What	can	you	use	to	keep	office	supplies?	Caitlin
Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and
women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has
been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.	Question	How	can	I	keep	office	supplies	efficiently?	Caitlin
Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and
women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has
been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.	Question	How	do	I	declutter	my	office	supplies?	Ashley	Moon,	MA	Professional	OrganizerAshley	Moon	is
the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching	business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or	business.	Ashley	hosts	workshops	and	speaking	engagements	at	various	venues	and	festivals.	She	has
trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business	coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization	project:	sort,	purge,	organize,	and	make	a	home	for	everything.	See	more	answers	Ask	a	Question
Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was	co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her
clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on
how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been	viewed	50,137	times.	Co-authors:	5	Updated:	February	27,	2022	Views:50,137	Categories:	Office
Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a	page	that	has	been	read	50,137	times.	We	use	cookies	to	enhance	your	experience	and	for	marketing	purposes.	By	clicking	accept,	you	agree	to	this	use.	Assigning	this	responsibility	to	one	person	streamlines	the	process.	A	good	office	inventory	manager	organizes,
monitors,	and	tracks	inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions	immediately.[1]Office	supplies	can	get	expensive,	so	the	supplies	manager	also	acts	as	a	gatekeeper	to	limit	access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so
you	can	keep	track	easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler	when	everything	is	stored	together	in	the	same	space.[2]If	youre	short	on	space,	a	large	shelf,	storage	closet,	or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with
dividers	that	expand	to	fit	their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so	finding	and	tracking	them	is	a	breeze.	Start	by	sorting	through	all	of	the	supplies	and	putting	like	with	like.	Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.
[6]	Think	about	the	items	you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,	label	the	shelves,	baskets,	or	containers	with	the	name	of	each	item.[7]For	example,	put	frequently-needed	supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go
on	higher	shelves	since	you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to	find.You	could	also	group	supplies	according	to	departmental	needs.[9]	For	example,	put	accounting	supplies	on	one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement
Making	a	master	list	is	easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the	product	brand,	name,	number,	color,	and	any	other	details	youll	need	to	know	when	it's	time	to	reorder	an	item.[10]For	example,	note	the	specific	brand	and	type	of	toner	the	main	office
printer	uses.	That	way,	you	dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to	medium-sized	offices.	You	dont	need	to	buy	special	software	to	manage	supplies	for	most	offices!	A	spreadsheet,	like	Excel	or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies
and	list	the	names	of	each	one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement	Create	a	final	column	to	keep	track	of	current	stock	levels.	Plug	the	total	number	you	have	in	stock	for	each	item	into	the	final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it
on	your	desktop	so	you	can	access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The	trigger	point	is	the	recommended	amount	of	each	item	to	keep	stocked	at	all	times.	Once	stock	drops	below	the	trigger	point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]
Software	simplifies	the	inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software	is	worth	the	money!	First,	type	in	the	supply	names	and	how	many	you	have	of	each	in	stock.	Then,	the	inventory	manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the
area.[14]If	updating	the	program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the	software	to	send	desktop	or	text	message	alerts	when	items	hit	their	trigger	points	so	you	never	miss	a	beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense
for	your	office.	For	example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!	Advertisement	Supply	checks	are	important	so	you	can	update	your	spreadsheet.	Depending	on	how	quickly	your	office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a
weekly,	bi-weekly,	or	monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current	stock	levels	and	reorder	what	you	need.[15]If	you	set	up	trigger	points,	remember	to	go	by	those	numbers	rather	than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to
stay	organized.	Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You	can	just	plan	to	order	everything	in	one	fell	swoop	on	the	appointed	day	and	everything	will	be	delivered	together.[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how
often	you	do	routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it	a	lot	harder	to	keep	track	of	everything.	It	can	also	get	costly	because	supplies	tend	to	disappear	at	a	much	faster	rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the
inventory	manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)	whenever	they	need	anything.	Add	New	Question	Question	What	can	you	use	to	keep	office	supplies?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer
and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence
confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,
and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.	Question	How	can	I	keep	office	supplies	efficiently?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and
Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence
confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,
and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.	Question	How	do	I	declutter	my	office	supplies?	Ashley	Moon,	MA	Professional	OrganizerAshley	Moon	is	the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching
business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or	business.	Ashley	hosts	workshops	and	speaking	engagements	at	various	venues	and	festivals.	She	has	trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business
coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization	project:	sort,	purge,	organize,	and	make	a	home	for	everything.	See	more	answers	Ask	a	Question	Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was
co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,
editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be
one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been	viewed	50,137	times.	Co-authors:	5	Updated:	February	27,	2022	Views:50,137	Categories:	Office	Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a
page	that	has	been	read	50,137	times.	If	you	find	that	inventory-related	tasks	take	up	a	major	portion	of	each	day,	its	probably	time	for	a	review	and	reboot.	Good	inventory	management	is	more	than	increasing	stock	accuracy,	it	makes	your	day	more	efficient.	Once	you	have	good	processes	and	procedures	in	place,	youll	soon	find	more	time	for
business-building	activities.Heres	a	seven-step	approach	to	creating	an	inventory	management	plan	with	procedures,	controls	and	tools	tailored	to	your	businesss	unique	needs.1.	Define	Product	Sourcing	and	Storage	MethodsHow	you	source	and	store	the	various	products	you	sell	determines	how	you	manage	your	inventory.	If	you	stock	all	products
in	your	own	facility,	your	inventory	controls	and	processes	are	handled	internally.However,	if	you	store	goods	externally	in	fulfillment	centers	or	supplier	warehouses,	or	if	you	use	dropship	suppliers,	you	need	to	tie	inventory	processes	and	data	tools	to	their	systems.2.	Decide	How	To	Track	Inventory	DataWhether	you	stock	goods	yourself,	use	a
fulfillment	partner	or	focus	on	dropship	vendors,	keeping	close	tabs	on	inventory	data	is	vital	to	inventory	management.	For	this,	spreadsheets	and	inventory	management	systems	are	invaluable	tools.Square	POS	is	a	free	system	with	a	full	suite	of	inventory	tools	that	help	you	track	all	types	of	product	data.The	inventory	data	youll	want	to	record	and
track	generally	includes:Internal	and	supplier	product	numbers:	product	numbers	are	called	stock	keeping	units	(SKUs)	and	many	suppliers	also	use	universal	product	codes	(UPCs)Quantities	on	hand	(QOH):	the	current	amount	of	stock	per	item	in	your	shop	or	facilityProduct	storage	location:	assigned	areas	where	items	are	stored	or
displayedSupplier	information:	contact	information,	order	minimums,	case	quantities	and	delivery	timescalled	lead	timesProduct	costs:	wholesale	costs	per	supplier	and	quantity	discountsRetail	pricing:	current	and	promotional	sale	prices	for	goodsYou	can	use	a	spreadsheet	for	simple	inventory	tracking	needs,	say	for	less	than	100	items.	However,
integrated	inventory	management	systems	such	as	Square	POS,	Lightspeed	or	Clover	are	very	cost-effective	and	make	handling	small	business	inventory	a	snap	from	day	one.These	systems	streamline	customer	orders,	inventory	tracking,	supplier	data,	purchase	orders	and	stock	receipts	within	one	system.	Plus,	most	seamlessly	connect	to	retail
point-of-sale	(POS)	systems,	online	sales	channels,	fulfillment	centers	and	dropship	partners	for	real-time	inventory	updates.3.	Create	an	Internal	SKU	SystemCreating	an	internal	product	SKU	system	is	helpful	for	quickly	identifying	and	tracking	products	during	daily	activities.	SKUs	generally	use	a	combination	of	letters	and	numbers	which	are
arranged	to	deliver	key	details	about	an	item	at	a	glance.For	example,	BW066-3201_RASP	is	an	internal	SKU	thats	coded	to	communicate	specific	information	for	a	home	goods	company.BW:	is	the	internal	supplier	code	for	the	supplier	BentleyWare066:	is	the	internal	category	code	for	a	dinner	plate3:	is	the	internal	material	code	for	plastic	to	direct
display,	handling	and	packing201:	ties	to	the	last	four	digits	of	the	suppliers	UPC	to	cross-check	reorders	and	stock	receiptsRASP:	is	the	internal	color	code	for	RaspberrySo,	with	a	glance	at	the	SKU,	employees	know	exactly	what	an	item	is	and	other	key	details	such	as	where	its	stored	and	how	it	displays	or	ships.4.	Organize	Inventory	Storage
AreasHaving	a	place	for	everything	and	everything	in	its	place	makes	all	of	your	inventory-related	tasks	quick	and	efficient.	If	you	handle	inventory	in	your	own	facility	or	store,	first	organize	and	identify	storage	areas,	such	as	racks,	shelves	and	bins,	then	assign	each	product	to	a	specific	area.Small	inventory	items	can	be	sorted	and	stored	by	SKU	in
labeled	bins	or	on	sections	of	shelves,	while	larger	products	can	be	stored	on	pallets.Heres	where	internal	SKUs	come	in	very	handy.	You	can	easily	connect	certain	areas	of	the	retail	floor,	stock	room	or	warehouse	using	your	SKUs	vendor	or	category	codes.5.	Use	Forecasting	To	Order	InventoryForecasting	is	predicting	how	much	inventory	youll
need	on	hand	to	meet	upcoming	demand.	Naturally,	this	involves	many	factors,	such	as	product	sales	velocity,	upcoming	promotions,	market	trends,	seasonality	and	business	growth,	to	name	a	few.The	goal	of	forecasting	is	to	have	just	enough	inventory	on	hand	to	cover	predicted	sales	for	a	prescribed	period	of	time,	such	as	15,	30	or	60	days.
Understanding	sales	velocity	for	products	is	critical	to	forecasting	and	inventory	management	systems	greatly	help	with	built-in	forecasting	tools	in	purchase	orders.Understanding	supplier	lead	times	also	plays	a	key	role	in	forecasting.	Reliable	suppliers	that	ship	quickly	let	you	stock	fewer	items	and	order	more	often,	which	helps	with	cash	flow.
With	slower-shipping	suppliers	or	seasonal	purchases,	youll	have	fewer	and	larger	purchases,	which	ties	up	more	cash	in	inventory.6.	Set	Up	Inventory	Receiving	ProceduresPromptly	receiving	inventory	shipments	is	another	key	element	of	learning	how	to	manage	inventory.	You	cant	sell	or	ship	inventory	thats	not	checked	in	and	properly	shelved	or
displayed.	So,	its	wise	to	make	inventory	receipts	a	priority	in	your	inventory	management	plan.Stock	check-in	must	be	accurate,	too,	since	errors	directly	impact	your	product	QOH	data	and	lead	to	over-ordering,	false	backorders	and	unsold	stock.	All	of	this	impacts	your	bottom	line.The	best	procedure	is	to	receive	stock	against	your	purchase	order,
and	open	and	check	all	cases	and	containers	to	make	sure	everything	is	correct.	Dont	rely	on	box	labels	and	supplier	packing	slips	since	their	staff	can	make	mistakes,	too.After	receipt,	stock	should	be	quickly	shelved	in	its	assigned	space.	Or,	if	its	overstock	or	seasonal	goods,	note	temporary	locations	in	your	inventory	management	system	so	you	can
find	it	when	needed.When	shelving	or	stocking	new	inventory,	you	can	use	methods	such	as	last	in,	first	out	(LIFO)	or	first	in,	first	out	(FIFO).	Generally,	its	smart	to	use	the	FIFO	method,	which	stocks	new	goods	behind	older	stock,	so	you	sell	older	goods	first.	This	is	especially	important	with	perishable	foods	and	goods	with	expiration	dates,	such	as
cosmetics.7.	Keep	Track	of	Inventory	LevelsMost	inventory-driven	businesses	do	an	annual	inventory	count,	called	an	audit,	for	tax	purposes.	This	compares	a	physical	count	of	all	goods	in	stock	to	the	inventory	quantity	on	hand	(QOH)	shown	in	the	data	records.	However,	discrepancies	found	in	annual	counts	are	nearly	impossible	to	trace	and
account	for	since	it	may	be	months	after	the	errors	occurred.Physical,	hands-on	inventory	counts	spot	errors	that	even	the	best	technology	cant	catch.Thats	where	interim	counts	such	as	cycle	counts	and	spot	checks	fill	the	gap.	These	help	you	find	and	remedy	small	inventory	inaccuracies	before	they	become	big	problems.Cycle	counts:	Break	your
full	inventory	into	sections	that	are	counted	on	a	rotating	schedule.	Cycle	counts	can	be	run	by	supplier,	item	category,	stock	location	or	whatever	works	for	your	operation.Spot	checks:	Periodic	counts	of	a	few	items	help	to	spot	random	errors	in	stocking,	ordering,	storage	or	theft	losses.Simply	put,	when	in	doubtcount.	Closely	monitoring	inventory
is	key	to	improving	your	cash	flow,	spotting	theft	or	other	loss	issues,	and	boosting	that	bottom	line.	GettyMost	likely	your	company	maintains	a	selection	of	office	supplies	for	employee	use,	which	means	you	need	to	maintain	a	consistently	updated	list	of	inventory	purchased	and	used	within	a	specific	accounting	period.	An	accurate	inventory	serves	a
two-fold	purpose:	it	helps	ensure	your	business	does	not	run	out	of	necessary	office	supplies,	and	it	allows	you	to	properly	account	for	office	supply	purchases	as	assets	or	liabilities	under	an	accrual	system	of	accounting.Visit	your	company's	supply	closet	with	an	inventory	log	sheet	to	record	the	supplies	currently	on	hand.	If	your	company	prefers	to
maintain	office	supply	inventory	records	in	a	spreadsheet	or	word	processing	table,	bring	a	laptop	or	tablet	to	expedite	the	data	entry	process.Article	continues	below	this	adSeparate	supplies	into	related	groups	such	as	writing	implements,	copy	paper,	notebooks,	desktop	items	and	filing	supplies.	Separating	supplies	based	on	their	product	numbers
or	UPC	codes	is	also	an	option	if	your	company	maintains	multiple	office	supply	caches.	A	larger	company	that	uses	supplies	across	multiple	departments	may	prefer	a	more	detailed	approach	to	supply	management,	but	general	categories	suffice	for	most	small	businesses.Enter	the	category	of	the	item	or	the	item	number	in	your	inventory	log.	Record
the	number	of	currently	available	units	in	an	adjacent	column.Article	continues	below	this	adDetermine	the	reorder	level	for	each	item	by	assessing	how	quickly	your	company	consumes	the	product	and	how	quickly	the	product	can	be	replaced.	For	example,	if	your	company	consumes	three	boxes	of	copy	paper	per	week,	and	it	takes	one	week	to
receive	a	new	shipment	of	copy	paper	from	your	supplier,	then	your	reorder	should	occur	when	your	copy	paper	inventory	drops	to	four	to	six	boxes.	Reordering	supplies	before	your	inventory	reaches	a	critically	low	level	provides	a	time	cushion	in	case	your	paper	consumption	increases	or	a	delay	occurs	with	delivery.	Add	a	note	to	your	log
specifying	the	reorder	level	for	each	item.Record	new	office	supply	purchases	as	they	are	made.Article	continues	below	this	adRecord	the	total	value	of	an	office	supply	purchase	in	your	company's	ledger	as	an	asset.	When	supplies	have	not	yet	been	used,	they	are	considered	assets	instead	of	expenses	under	an	accrual	accounting	system.	If	you
already	have	an	entry	for	office	supplies	in	your	asset	column,	add	the	cost	of	the	new	purchases	to	the	existing	total.Visit	the	company	supply	closet	at	the	end	of	an	accounting	period	and	perform	an	inventory	check.	Compare	the	total	units	currently	on	hand	for	each	item	number	or	category	to	the	totals	entered	in	your	inventory	log.Article
continues	below	this	adEnter	your	new	totals	for	each	inventory	item	or	category	in	your	log.Multiply	the	unit	cost	of	an	item	consumed	by	the	total	number	of	units	consumed	to	arrive	at	your	total	inventory	expense	for	that	item	or	category.	For	example,	if	pens	cost	$10	per	unit	and	12	units	were	consumed,	the	total	inventory	expense	for	the	item
is	$120.Article	continues	below	this	adAdd	your	per	item	totals	together	to	arrive	at	your	total	office	supply	expense	for	the	accounting	period.	This	total	is	the	accumulated	value	of	the	office	supplies	actually	consumed	within	your	company	during	the	current	period.Subtract	the	office	supply	expense	for	the	current	accounting	period	from	your	office
supply	assets	entry	in	the	company	ledger.	Leave	a	journal	entry	explaining	the	removal	of	funds.	For	example:	"Office	supply	expense	removal	for	January."	Enter	the	total	supply	expense	for	the	accounting	period	in	the	liability	section	of	your	ledger.Article	continues	below	this	adConsistently	recording	your	office	supply	purchases	and	regularly
updating	your	inventory	log	reduce	the	stress	of	income	tax	preparation	because	you	do	not	need	to	account	for	a	year's	worth	of	inventory	purchases	and	usage	adjustments.	Instead,	you	only	need	to	update	your	ledger	to	reflect	end-of-year	totals.	Always	maintain	enough	office	supplies	in	inventory	to	sustain	your	office	for	at	least	one	week.Execute
a	weekly	inventory	check	for	four	weeks	and	find	the	average	number	of	units	consumed	per	week	for	each	item	in	your	company's	supply	closet.	These	numbers	become	your	average	weekly	consumption	or	reorder	level	for	an	office	supply.	Reorder	supplies	when	your	number	of	in-stock	items	nears	your	weekly	consumption	level.Article	continues
below	this	adConsistently	recording	your	office	supply	purchases	and	regularly	updating	your	inventory	log	reduce	the	stress	of	income	tax	preparation	because	you	do	not	need	to	account	for	a	year's	worth	of	inventory	purchases	and	usage	adjustments.	Instead,	you	only	need	to	update	your	ledger	to	reflect	end-of-year	totals.~Always	maintain
enough	office	supplies	in	inventory	to	sustain	your	office	for	at	least	one	week.	Execute	a	weekly	inventory	check	for	four	weeks	and	find	the	average	number	of	units	consumed	per	week	for	each	item	in	your	company's	supply	closet.	These	numbers	become	your	average	weekly	consumption	or	reorder	level	for	an	office	supply.	Reorder	supplies	when
your	number	of	in-stock	items	nears	your	weekly	consumption	level.Assigning	this	responsibility	to	one	person	streamlines	the	process.	A	good	office	inventory	manager	organizes,	monitors,	and	tracks	inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions
immediately.[1]Office	supplies	can	get	expensive,	so	the	supplies	manager	also	acts	as	a	gatekeeper	to	limit	access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so	you	can	keep	track	easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler
when	everything	is	stored	together	in	the	same	space.[2]If	youre	short	on	space,	a	large	shelf,	storage	closet,	or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so
finding	and	tracking	them	is	a	breeze.	Start	by	sorting	through	all	of	the	supplies	and	putting	like	with	like.	Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.[6]	Think	about	the	items	you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,
label	the	shelves,	baskets,	or	containers	with	the	name	of	each	item.[7]For	example,	put	frequently-needed	supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go	on	higher	shelves	since	you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to
find.You	could	also	group	supplies	according	to	departmental	needs.[9]	For	example,	put	accounting	supplies	on	one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement	Making	a	master	list	is	easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the
product	brand,	name,	number,	color,	and	any	other	details	youll	need	to	know	when	it's	time	to	reorder	an	item.[10]For	example,	note	the	specific	brand	and	type	of	toner	the	main	office	printer	uses.	That	way,	you	dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to
medium-sized	offices.	You	dont	need	to	buy	special	software	to	manage	supplies	for	most	offices!	A	spreadsheet,	like	Excel	or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies	and	list	the	names	of	each	one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement
Create	a	final	column	to	keep	track	of	current	stock	levels.	Plug	the	total	number	you	have	in	stock	for	each	item	into	the	final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it	on	your	desktop	so	you	can	access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The
trigger	point	is	the	recommended	amount	of	each	item	to	keep	stocked	at	all	times.	Once	stock	drops	below	the	trigger	point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]	Software	simplifies	the	inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software
is	worth	the	money!	First,	type	in	the	supply	names	and	how	many	you	have	of	each	in	stock.	Then,	the	inventory	manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the	area.[14]If	updating	the	program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the
software	to	send	desktop	or	text	message	alerts	when	items	hit	their	trigger	points	so	you	never	miss	a	beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense	for	your	office.	For	example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!
Advertisement	Supply	checks	are	important	so	you	can	update	your	spreadsheet.	Depending	on	how	quickly	your	office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a	weekly,	bi-weekly,	or	monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current
stock	levels	and	reorder	what	you	need.[15]If	you	set	up	trigger	points,	remember	to	go	by	those	numbers	rather	than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to	stay	organized.	Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You
can	just	plan	to	order	everything	in	one	fell	swoop	on	the	appointed	day	and	everything	will	be	delivered	together.[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how	often	you	do	routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it
a	lot	harder	to	keep	track	of	everything.	It	can	also	get	costly	because	supplies	tend	to	disappear	at	a	much	faster	rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the	inventory	manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)
whenever	they	need	anything.	Add	New	Question	Question	What	can	you	use	to	keep	office	supplies?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients
with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to
look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you
want	and	keep	different	items	separately.	Question	How	can	I	keep	office	supplies	efficiently?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with
pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look
and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.
Question	How	do	I	declutter	my	office	supplies?	Ashley	Moon,	MA	Professional	OrganizerAshley	Moon	is	the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching	business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or
business.	Ashley	hosts	workshops	and	speaking	engagements	at	various	venues	and	festivals.	She	has	trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business	coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization
project:	sort,	purge,	organize,	and	make	a	home	for	everything.	See	more	answers	Ask	a	Question	Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was	co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a
background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her
clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been
viewed	50,137	times.	Co-authors:	5	Updated:	February	27,	2022	Views:50,137	Categories:	Office	Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a	page	that	has	been	read	50,137	times.	Assigning	this	responsibility	to	one	person	streamlines	the	process.	A	good	office	inventory	manager	organizes,	monitors,	and	tracks
inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions	immediately.[1]Office	supplies	can	get	expensive,	so	the	supplies	manager	also	acts	as	a	gatekeeper	to	limit	access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so	you	can	keep	track
easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler	when	everything	is	stored	together	in	the	same	space.[2]If	youre	short	on	space,	a	large	shelf,	storage	closet,	or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with	dividers	that	expand	to	fit
their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so	finding	and	tracking	them	is	a	breeze.	Start	by	sorting	through	all	of	the	supplies	and	putting	like	with	like.	Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.[6]	Think	about	the	items
you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,	label	the	shelves,	baskets,	or	containers	with	the	name	of	each	item.[7]For	example,	put	frequently-needed	supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go	on	higher	shelves	since
you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to	find.You	could	also	group	supplies	according	to	departmental	needs.[9]	For	example,	put	accounting	supplies	on	one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement	Making	a	master	list	is
easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the	product	brand,	name,	number,	color,	and	any	other	details	youll	need	to	know	when	it's	time	to	reorder	an	item.[10]For	example,	note	the	specific	brand	and	type	of	toner	the	main	office	printer	uses.	That	way,	you
dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to	medium-sized	offices.	You	dont	need	to	buy	special	software	to	manage	supplies	for	most	offices!	A	spreadsheet,	like	Excel	or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies	and	list	the	names	of	each
one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement	Create	a	final	column	to	keep	track	of	current	stock	levels.	Plug	the	total	number	you	have	in	stock	for	each	item	into	the	final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it	on	your	desktop	so	you	can
access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The	trigger	point	is	the	recommended	amount	of	each	item	to	keep	stocked	at	all	times.	Once	stock	drops	below	the	trigger	point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]	Software	simplifies	the
inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software	is	worth	the	money!	First,	type	in	the	supply	names	and	how	many	you	have	of	each	in	stock.	Then,	the	inventory	manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the	area.[14]If	updating	the
program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the	software	to	send	desktop	or	text	message	alerts	when	items	hit	their	trigger	points	so	you	never	miss	a	beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense	for	your	office.	For
example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!	Advertisement	Supply	checks	are	important	so	you	can	update	your	spreadsheet.	Depending	on	how	quickly	your	office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a	weekly,	bi-weekly,	or
monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current	stock	levels	and	reorder	what	you	need.[15]If	you	set	up	trigger	points,	remember	to	go	by	those	numbers	rather	than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to	stay	organized.
Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You	can	just	plan	to	order	everything	in	one	fell	swoop	on	the	appointed	day	and	everything	will	be	delivered	together.[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how	often	you	do
routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it	a	lot	harder	to	keep	track	of	everything.	It	can	also	get	costly	because	supplies	tend	to	disappear	at	a	much	faster	rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the	inventory
manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)	whenever	they	need	anything.	Add	New	Question	Question	What	can	you	use	to	keep	office	supplies?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and
Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence
confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,
and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.	Question	How	can	I	keep	office	supplies	efficiently?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and
Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence



confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,
and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.	Question	How	do	I	declutter	my	office	supplies?	Ashley	Moon,	MA	Professional	OrganizerAshley	Moon	is	the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching
business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or	business.	Ashley	hosts	workshops	and	speaking	engagements	at	various	venues	and	festivals.	She	has	trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business
coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization	project:	sort,	purge,	organize,	and	make	a	home	for	everything.	See	more	answers	Ask	a	Question	Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was
co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,
editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be
one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been	viewed	50,137	times.	Co-authors:	5	Updated:	February	27,	2022	Views:50,137	Categories:	Office	Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a
page	that	has	been	read	50,137	times.	Assigning	this	responsibility	to	one	person	streamlines	the	process.	A	good	office	inventory	manager	organizes,	monitors,	and	tracks	inventory	on	a	daily	basis.	If	any	questions	about	office	supplies	comes	up,	theyre	the	go-to	and	will	be	able	to	answer	any	supply-related	questions	immediately.[1]Office	supplies
can	get	expensive,	so	the	supplies	manager	also	acts	as	a	gatekeeper	to	limit	access	to	the	area.	Advertisement	Designate	a	specific	area	for	supplies	so	you	can	keep	track	easily.	You	probably	already	have	a	special	area	for	your	office	supplies,	but	if	you	dont,	set	one	up!	Monitoring	and	tracking	supplies	is	far	simpler	when	everything	is	stored
together	in	the	same	space.[2]If	youre	short	on	space,	a	large	shelf,	storage	closet,	or	unused	office	will	do	the	trick.[3]You	can	even	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.[4]Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different	items	separately.[5]	Group	and	label	items	so	finding	and	tracking	them	is
a	breeze.	Start	by	sorting	through	all	of	the	supplies	and	putting	like	with	like.	Then,	decide	how	you	want	to	organize	the	supplies	inside	the	space.[6]	Think	about	the	items	you	need	on	a	daily,	weekly,	or	monthly	basis.	Then,	arrange	them	so	the	ones	you	need	most	often	are	easy	to	see	and	get	to.	After	you	do	that,	label	the	shelves,	baskets,	or
containers	with	the	name	of	each	item.[7]For	example,	put	frequently-needed	supplies	at	eye	level	for	easy	access.	Items	like	toners	and	printers	can	go	on	higher	shelves	since	you	wont	need	to	get	them	that	often.[8]If	you	have	a	lot	of	supplies,	organizing	supplies	alphabetically	by	name	might	make	things	easier	to	find.You	could	also	group	supplies
according	to	departmental	needs.[9]	For	example,	put	accounting	supplies	on	one	shelf	and	administrative	supplies	on	a	separate	shelf.	Advertisement	Making	a	master	list	is	easy	now	that	the	supplies	are	organized!	Grab	a	pen	and	some	paper	and	start	writing	down	every	item	you	have	in	stock.	Include	the	product	brand,	name,	number,	color,	and
any	other	details	youll	need	to	know	when	it's	time	to	reorder	an	item.[10]For	example,	note	the	specific	brand	and	type	of	toner	the	main	office	printer	uses.	That	way,	you	dont	have	to	hunt	down	those	details	every	time	you	need	to	order	a	replacement	cartridge.	Using	a	spreadsheet	is	ideal	for	small-	to	medium-sized	offices.	You	dont	need	to	buy
special	software	to	manage	supplies	for	most	offices!	A	spreadsheet,	like	Excel	or	Google	Sheets,	works	great.	Start	with	a	column	for	the	supplies	and	list	the	names	of	each	one	in	individual	cells.	Then,	set	up	additional	columns	so	you	can	fill	in	details	like	brand,	part	number,	color,	etc.[11]	Advertisement	Create	a	final	column	to	keep	track	of
current	stock	levels.	Plug	the	total	number	you	have	in	stock	for	each	item	into	the	final	column	on	your	spreadsheet.	Save	this	spreadsheet	and	keep	it	on	your	desktop	so	you	can	access	and	update	it	easily.[12]If	you	want	to	be	more	detailed,	create	a	trigger	point	column	and	plug	those	numbers	in,	too.	The	trigger	point	is	the	recommended	amount
of	each	item	to	keep	stocked	at	all	times.	Once	stock	drops	below	the	trigger	point,	its	time	to	re-up!	This	way,	youll	never	run	out	of	anything.[13]	Software	simplifies	the	inventory	process	if	you	have	a	lot	to	track.	For	large	offices	with	lots	of	supplies	in	storage,	investing	in	inventory	management	software	is	worth	the	money!	First,	type	in	the
supply	names	and	how	many	you	have	of	each	in	stock.	Then,	the	inventory	manager	updates	the	stock	totals	each	time	they	remove	supplies	from	the	area.[14]If	updating	the	program	isn't	possible	in	real	time,	the	manager	can	keep	a	written	log	of	items	as	they're	taken	out	and	input	the	data	later	on.Set	up	the	software	to	send	desktop	or	text
message	alerts	when	items	hit	their	trigger	points	so	you	never	miss	a	beat!Each	program	works	differently	so	be	sure	to	get	something	that	makes	sense	for	your	office.	For	example,	some	programs	allow	you	to	scan	bar	codes	to	record	current	stock	levels.	This	is	great	for	large	offices	with	lots	of	supplies!	Advertisement	Supply	checks	are
important	so	you	can	update	your	spreadsheet.	Depending	on	how	quickly	your	office	burns	through	supplies,	you	may	need	to	do	a	routine	supply	check	on	a	weekly,	bi-weekly,	or	monthly	basis.	On	the	designated	day,	go	in	and	count	how	much	you	have	of	every	item.	Then,	update	the	spreadsheet	with	the	current	stock	levels	and	reorder	what	you
need.[15]If	you	set	up	trigger	points,	remember	to	go	by	those	numbers	rather	than	the	total	number	in	stock.	Schedule	a	specific	day	for	placing	orders	to	stay	organized.	Pinpointing	a	day	for	this	helps	keep	your	stock	at	the	proper	levels	and	prevents	you	from	placing	multiply	supply	orders	at	random	times.	You	can	just	plan	to	order	everything	in
one	fell	swoop	on	the	appointed	day	and	everything	will	be	delivered	together.[16]How	often	you	need	to	reorder	depends	your	supply	turnover	and	how	often	you	do	routine	checks.	Advertisement	Secure	the	supply	area	so	only	the	manager	can	access	it.	Allowing	staff	to	grab	supplies	whenever	they	want	makes	it	a	lot	harder	to	keep	track	of
everything.	It	can	also	get	costly	because	supplies	tend	to	disappear	at	a	much	faster	rate.	To	prevent	these	issues,	lock	or	restrict	the	supply	room	so	only	the	inventory	manager	(and	possibly	1-2	other	key	employees)	can	get	in.[17]This	means	that	employees	will	have	to	go	through	the	manager	(or	the	approved	helpers)	whenever	they	need
anything.	Add	New	Question	Question	What	can	you	use	to	keep	office	supplies?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already
own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best
and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	You	can	use	drawers	with	dividers	that	expand	to	fit	their	width	and	length.	Divide	the	drawers	into	as	many	segments	as	you	want	and	keep	different
items	separately.	Question	How	can	I	keep	office	supplies	efficiently?	Caitlin	Jaymes	Closet	Organizer	&	Fashion	StylistCaitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in	Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She
has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs	her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has
too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	Categorize	the	supplies.	Then	keep	the	items	of	frequent	use	on	the	top.	You	can	keep	the	things	you	do	not	use	at	the	bottom.	Question	How	do	I	declutter	my
office	supplies?	Ashley	Moon,	MA	Professional	OrganizerAshley	Moon	is	the	Founder	and	CEO	of	Creatively	Neat,	a	virtual	organizing	and	life	coaching	business	based	in	Los	Angeles,	California.	In	addition	to	helping	people	organize	their	best	life,	she	has	a	fabulous	team	of	organizers	ready	to	de-clutter	your	home	or	business.	Ashley	hosts
workshops	and	speaking	engagements	at	various	venues	and	festivals.	She	has	trained	with	Coach	Approach	and	Heart	Core	for	organizing	and	business	coaching	respectively.	She	has	an	MA	in	Human	Development	and	Social	Change	from	Pacific	Oaks	College.	Follow	the	same	steps	you	would	for	any	other	organization	project:	sort,	purge,
organize,	and	make	a	home	for	everything.	See	more	answers	Ask	a	Question	Advertisement	Co-authored	by:	Closet	Organizer	&	Fashion	Stylist	This	article	was	co-authored	by	Caitlin	Jaymes	and	by	wikiHow	staff	writer,	Amber	Crain.	Caitlin	Jaymes	is	a	Closet	Organizer	and	Fashion	Stylist	based	in	Los	Angeles,	California.	With	a	background	in
Fashion	PR	and	Fashion	Design,	she	specializes	in	creating	wardrobes	for	her	clients	with	pieces	they	already	own.	She	has	experience	working	with	celebrities,	editorial	shoots,	and	men	and	women	of	all	ages.	Caitlin	uses	fashion	and	organization	to	help	instill	and	influence	confidence,	ambition,	and	stress-free	lifestyles	for	all	her	clients.	She	runs
her	business	by	two	guiding	principles:	fashion	has	no	rules,	only	guidance	on	how	to	look	and	feel	your	best	and	life	has	too	many	stressors,	dont	let	clutter	be	one	of	them.	Caitlins	work	has	been	featured	on	HGTV,	The	Rachael	Ray	Show,	VoyageLA,	Liverpool	Los	Angeles,	and	the	Brother	Snapchat	Channel.	This	article	has	been	viewed	50,137
times.	Co-authors:	5	Updated:	February	27,	2022	Views:50,137	Categories:	Office	Management	PrintSend	fan	mail	to	authors	Thanks	to	all	authors	for	creating	a	page	that	has	been	read	50,137	times.	Whether	your	business	tracks	office,	medical,	or	construction	supplies,	one	things	for	sure:	your	team	needs	to	know	where	these	materials	are,	how
much	of	them	you	have	on	hand,	and	when	its	time	to	reorder	them.	Fortunately,	the	right	inventory	management	strategy	can	take	the	guesswork	out	of	tracking	supplies.If	your	business	tracks	supplies,	consider	implementing	an	inventory	management	system	that	includes	these	six	best	practices.	Whether	you	implement	a	couple	of	these
suggestions	or	all	six	of	these	tips	and	tricks,	youre	well	on	your	way	to	simplifying	and	streamlining	how	you	track	supplies.	What	is	supply	inventory	management?Supply	inventory	management	refers	to	tracking	the	supply	portion	of	a	businesss	inventory.Sometimes,	supplies	are	considered	part	of	a	companys	MRO	(maintenance,	repair,	and
overhaul)	inventoryitems	that	a	business	uses	to	support	manufacturing	and	production,	even	though	these	supplies	are	not	a	part	of	a	finished,	sellable	product.	Other	times,	supplies	are	consumable	materials	a	business	uses	to	provide	services	or	complete	tasks.	In	that	sense,	everything	from	printer	ink	to	gauze	pads	can	be	categorized	as
supplies.Whatever	supplies	means	to	your	business,	there	are	inventory	management	systems	that	can	help	your	team	keep	track	of	these	items	while	saving	you	time,	money,	and	stress.	All	the	inventory	news	&	insights	you	need,	delivered	straight	to	your	inbox	every	week.	How	to	track	suppliesIf	your	business	needs	to	improve	how	it	tracks
supplies,	this	six-step	process	is	a	great	place	to	start.	Feel	free	to	customize	these	steps	to	reflect	the	unique	needs	of	your	business.1.	Pick	an	inventory	systemWhether	your	business	tracks	a	few	dozen	supplies	or	thousands	of	items,	your	team	must	select	an	inventory	management	system.	Pick	a	solution	that	fits	your	budget,	meets	your	growing
companys	needs,	and	makes	everyday	operations	easiernot	harder.There	are	three	main	types	of	inventory	management	systems:	a	manual	inventory	list	or	document,	an	inventory	spreadsheet,	or	an	inventory	app	or	software	solution.	While	simple	and	inexpensive,	manual	inventory	lists	are	rarely	the	best	choice,	especially	for	companies	that	go
through	supplies	quickly	or	store	inventory	in	more	than	one	location.	Inventory	spreadsheets,	while	certainly	a	step	up	from	a	sheet	of	paper,	are	error-prone,	difficult	to	read,	and	cannot	support	time-saving	features	like	barcodes	and	QR	codes.	They	also	do	not	display	images	or	attachments	correctly.Inventory	software	is	usually	the	best	choice	for
businesses	that	want	to	speed	up	their	supply	inventory	management.	Inventory	appsincluding	Sortlyoffer	all	the	simplicity	of	an	inventory	spreadsheet	while	providing	various	time-saving	features	like	barcode	and	QR	code	scanning,	low	stock	alerts,	and	customizable	reports.2.	Optimize	your	storageOnce	youve	selected	an	inventory	management
system	perfect	for	tracking	your	businesss	supplies,	youll	want	to	organize	your	supply	storage.	While	this	can	be	hard	work,	theres	no	better	time	to	optimize	where	and	how	you	store	your	supplies.Whether	you	store	supplies	in	one	central	location,	across	various	job	sites,	or	even	on	a	fleet	of	company	cars	and	trucks,	setting	aside	the	time	to
improve	your	physical	inventory	management	strategy	will	always	pay	off.Regardless	of	your	selected	inventory	management	system,	you	can	use	this	organizational	time	as	an	opportunity	to	update	your	inventory	lists.	Capture	all	relevant	item	details,	andif	your	system	supports	itupload	any	barcodes,	QR	codes,	pictures,	and	other	relevant
attachments.	For	example,	if	youre	using	an	app	like	Sortly,	you	can	always	generate	and	print	customized	barcodes	and	QR	codes	for	any	unlabeled	supplies	you	have	on	hand.3.	Track	inventory	as	it	comes	and	goesNext,	youll	want	to	update	your	supply	list	every	time	an	item	is	used,	consumed,	or	restocked.	If	you	are	tracking	inventory	manually,
this	might	seem	daunting.	Fortunately,	inventory	management	software	simplifies	this	process.	For	example,	with	an	app	like	Sortly,	your	team	can	use	the	in-app	scanner	on	a	smartphone	camera	to	check	items	in	and	out	or	move	them	from	one	location	to	another.This	strategy,	known	as	perpetual	inventory	management,	occurs	when	a	business
maintains	accurate	inventory	records	around	the	clock.	There	are	various	benefits	to	perpetual	inventory	management,	including	always	knowing	what	your	business	has	on	hand,	where	it	is,	and	when	youll	need	to	order	more.4.	Reorder	inventory	at	the	right	timePracticing	perpetual	inventory	means	you	wont	need	to	physically	count	the	supplies	on
your	shelves	to	know	when	to	place	an	order.	Instead,	you	can	use	the	following	strategies	to	help	you	reorder	at	precisely	the	right	time:	5.	Use	reports	to	improve	your	inventory	controlSuppose	youve	implemented	a	perpetual	inventory	system.	In	that	case,	your	inventory	software	can	provide	you	with	tons	of	critical	insights	about	what	supplies	are
flying	off	your	shelves	and	what	items	are	sitting	around	untouched.	Use	these	inventory	reports	to	inform	your	demand	forecasting.	By	adequately	identifying	how	much	of	certain	supplies	your	business	needs,	youll	save	money	on	ordering	costs	and	carrying	costs.Plus,	correctly	predicting	demand	can	help	reduce	costly	problems	down	the	road,
whether	stockouts	or	obsolescence.	There	are	serious	risks	to	underordering	and	overordering,	but	with	the	right	inventory	control	strategy,	youll	always	know	how	much	of	what	you	need.6.	Continue	to	optimize	your	supply	tracking	strategyAn	excellent	supply	management	strategy	is	never	complete.	Even	if	you	practice	perfect	inventory	control,
your	business	will	constantly	change.	Whether	your	business	is	adding	new	supplies	to	your	stocklist,	opening	up	a	new	location,	moving	some	supply	storage	across	town,	or	hiring	new	employees,	something	is	constantly	changing.	Thats	why	its	essential	to	audit	and	refine	your	inventory	strategy	at	least	once	or	twice	a	year.You	may	need	to	update
your	standard	operating	procedure	(SOP),	upgrade	your	inventory	app	subscription,	retrain	certain	employees,	or	consider	finding	new	vendors	to	meet	your	needs	in	less	time	or	for	less	money.	Whatever	improvements	your	supply	management	strategy	requires,	implement	them	swiftly,	and	youll	continue	to	reap	the	benefits.	About	SortlySortly	is
aninventory	management	solutionthat	helps	you	track,	manage,	and	organize	your	inventoryfrom	any	device,	in	any	location.	Were	an	easy-to-use	inventory	software	thats	perfect	for	small	businesses.	Sortly	builds	inventory	tracking	seamlessly	into	your	workday	so	you	can	save	time	and	money,	satisfy	your	customers,	and	help	your	business
succeed.With	Sortly,	you	can	track	inventory,	supplies,	parts,	tools,	assets	like	equipment	and	machinery,	and	anything	else	that	matters	to	your	business.	It	comes	equipped	with	smart	features	like	barcoding	&	QR	coding,	low	stock	alerts,	customizable	folders,	data-rich	reporting,	and	much	more.	Best	of	all,	you	can	update	inventory	right	from	your
smartphone,	whether	youre	on	the	job,	in	the	warehouse,	or	on	the	go.Whether	youre	just	getting	started	with	inventory	management	or	youre	an	expert	looking	for	a	more	efficient	solution,	we	can	transform	how	your	company	manages	inventoryso	you	can	focus	on	building	your	business.	Thats	why	over	15,000	businesses	globally	trust	us	as	their
inventory	management	solution.Start	your	two-weekfreetrial	of	Sortlytoday.	This	is	a	detailed	guide	to	getting	started.	We	make	the	assumption	that	youre	starting	from	scratch,	with	only	a	vague	system	for	tracking	your	inventory.	You	may	not	have	part	numbers,	named	locations,	or	the	most	basic	attributes	of	a	simple	inventory	system.	(You	may
not	have	any	inventory	system	in	place	at	all!)	Even	if	you	never	use	our	software,	we	hope	that	youll	find	this	guide	to	inventory	basics	helpful	for	setting	up	a	system	that	gets	the	job	done.Get	right	to	the	point	below,	or	scroll	down	for	a	thorough	explanation.	The	following	are	the	key	elements	to	a	well	organized	inventory	tracking	system.	Create
well	designed	location	names	and	clearly	label	all	locations	where	items	may	be	stored.Use	well	organized,	consistent,	and	unique	descriptions	of	your	items,	starting	with	nouns.Keep	item	identifiers	(part	numbers,	skus,	etc..)	short,	consistently	formatted,	unique,	and	avoid	common	pitfalls.Decide	if	you	will	need	to	use	units	of	measure,	and	if	so,
make	sure	they	are	formatted	consistently	and	used	properly.Make	sure	you	have	a	good	starting	count	of	all	your	items,	their	locations,	and	any	other	relevant	inventory	dataUse	an	inventory	tracking	software	like	Clearly	Inventory.	Spreadsheets	or	written	lists	do	not	work	well	in	the	long	term.Create	solid	inventory	management	policies	and	train
your	people	to	follow	them.	Welcome	to	Sweet	Little	Devils	Cookies	and	Candies.	In	this	basic	inventory	guide,	we	will	use	this	small,	fictional	business	to	explore	the	process	of	setting	up	an	inventory	system.	This	process	works	in	the	physical	world,	and	in	our	software.	Heres	a	recent	aerial	photo	of	the	business:	Figure	A	Sweet	Little	Devils	makes
and	sells	cookies,	candies,	coffee	drinks,	and	other	cafe	items.	Some	items	are	made	from	scratch,	while	others	are	bought	and	sold.	They	also	ship	direct	to	customers,	who	order	products	from	their	web	site,	www.sweetlittledevils.com.	Unbeknownst	to	them,	their	actions	are	used	in	this	basic	inventory	guide	to	show	the	world	how	to	set	up	an
effective	inventory	system.We	like	our	Clearly	Inventory	software.	We	think	its	easy	to	use,	and	we	know	that	it	will	help	you	become	more	productive.	But	no	matter	how	good	we	think	it	is,	it	will	fail	to	help	you	if	you	dont	do	some	very	basic	things.The	purpose	of	this	section	of	the	Getting	Started	Guide	is	to	walk	you	through	the	absolute	basic
attributes	of	a	pretty	good	inventory	management	system.	And	to	instruct	you	in	detail	about	how	to	implement	our	recommendations.We	say	Pretty	Good	because	there	are	no	perfect	ways	to	create	the	above	elements,	but	there	are	lots	of	bad	ways.	You	may	be	able	to	improve	on	our	recommendations	or	your	enterprise	may	have	to	do	things
differently	but	if	you	follow	our	recommendations	youll	wind	up	with	a	pretty	good	system.	Well	Organized	Location	NamesLocation	Labels	that	are	easy	to	read,	and	unambiguousUnique,	Short,	and	Unmistakable	Item	NumbersUnits	of	MeasureA	Good	Starting	CountSoftware	that	tracks	all	inventory	activityGood	PoliciesMost	Important:	People	who
know	and	follow	good	policies	Before	we	get	into	each	of	the	above	elements	in	more	detail,	lets	take	a	moment	to	explain	why	these	elements	are	so	important.If	an	item	can	be	stored	somewhere,	that	somewhere	must	have	a	name,	and	it	should	be	labeled	with	that	name.	If	it	doesnt,	time	will	be	wasted	looking	for	things.	People	will	stock	things	in
the	wrong	place.	Locations	will	get	referred	to	by	more	than	one	name,	and	your	inventory	will	be	in	constant	drift	towards	disorganization.Remember,	any	open	space	can	potentially	store	stuff,	so	label	ALL	of	your	storage	locations,	not	just	the	ones	that	currently	have	stock.	An	open	aisle?	Name	it,	label	it.	An	empty	corner?	Name	it,	label	it.	The
tiny	water	heater	closet?	Name	it,	label	it.And	dont	pick	just	any	name.	You	must	have	some	logic	to	your	location	naming	scheme.	If	you	dont,	youre	setting	yourself	up	for	frustration	in	ways	that	are	difficult	to	anticipate.	Well	give	you	some	advice	on	a	naming	scheme	later	in	this	guide	to	inventory	basics.	No	matter	what	you	decide	to	call	your
locations,	make	sure	theyre	all	labeled,	and	all	the	names	are	unique.Labels	that	are	easy	to	read	help	everyone	work	faster.	For	example,	if	the	letters	on	your	labels	are	so	small	that	you	have	to	be	two	feet	away	to	read	them,	or	if	the	labels	blend	in	with	rack	colors,	etc	Youll	be	slowing	down	your	operations	and	opening	up	yourself	to
mistakes.Labels	that	dont	clearly	state	which	location	theyre	referring	to	(i.e.	shelf	labels,	with	no	arrows,	and	shelves	above	and	below)	will	cause	the	same	delays	and	errors	as	poorly	printed	labels.Well	configure	your	inventory,	organize	your	data,	and	upload	it	in	just	a	few	hours.All	for	Free	for	a	Limited	Time	Only	(No	Credit	Card	Required)All	of
your	items	should	have	well-defined,	unique	descriptions,	for	many	of	the	same	reasons	that	apply	to	locations.	Without	good	descriptions,	people	may	be	confused	about	whether	they	have	stock	on	an	item,	or	what	items	needs	to	be	ordered.	It	can	also	be	hard	to	search	for	items	in	reports,	or	find	similar	items	in	your	inventory	system.	Our	opinions
about	creating	good	descriptions	for	your	items	are	thorough	and	well	explain	in	greater	detail	later.Item	numbers	help	uniquely	identify	items,	but	one	of	their	greatest	benefits	is	lost	on	people	who	havent	used	a	software	system	to	track	their	inventory:	they	serve	as	a	shorthand,	or	abbreviated	item	description.	When	you	are	searching	your
inventory,	making	transactions,	filling	orders,	filtering	or	searching	reports,	item	numbers	really	come	in	handy.	Instead	of	typing	descriptions	that	can	be	hundreds	of	characters	long,	and	hard	to	distinguish	at	a	glance,	most	companies	can	use	items	numbers	of	only	five	or	six	characters	or	numbers	in	length.	It	makes	it	easier	to	use	your	inventory
software,	and	anything	that	makes	something	easier,	improves	the	chances	that	it	will	get	done.	For	more	tips,	refer	to	our	other	guides	in	the	Inventory	Basics	section	under	Resources.Units	of	Measure,	things	like	pcs	ea	lbs	bags	etc	give	meaning	to	quantities.	These	units	belong	in	their	own	separate	place,	outside	of	descriptions	and	the	numeric
quantity	fields.	Using	well	created	and	consistent	units	of	measure	will	make	stock	levels,	shipping	quantities,	and	ordering	quantities,	easier	to	understand.Loading	data	into	a	new	inventory	software	program	is	an	excellent	time	to	get	a	good	count	of	your	stock	levels.	Once	you	have	labeled	your	locations,	cleaned	up	your	descriptions,	created	item
numbers,	and	consistent	units	of	measure,	getting	a	good	stock	level	count	will	be	easier,	faster,	and	better	organized.If	youre	reading	this	guide	to	inventory	basics,	you	probably	realize	that	keeping	your	inventory	data	with	pen	and	paper,	or	on	a	spreadsheet,	just	wont	cut	it.	Good	inventory	software	will	make	it	easier	for	you	to	to	track	your
inventory	and	allow	many	users	access	to	it.	It	also	provides	insight	to	your	inventory	activity,	and	helps	keep	an	accurate	historical	record	of	whats	happened.	The	people	who	work	with	your	stock	and	use	your	inventory	system	are	the	most	critical	element	in	establishing	a	pretty	good	inventory	management	system.	You	must	make	sure	that	these
people	know	what	to	do	with	items	that	are	received,	removed,	reserved	for	future	use,	required	for	production.	They	also	must	know	who	is	responsible	for	making	certain	transactions,	etc	In	some	cases	this	may	only	be	one	or	two	people,	but	theres	nothing	wrong	with	writing	down	your	policies	and	making	sure	they	are	followed.	You	may	want	to
share	this	guide	to	inventory	basics	with	them	to	reinforce	the	point.	If	you	or	the	people	you	work	with	arent	consistent	in	the	way	inventory	is	handled,	it	wont	matter	what	software	you	use,	you	will	only	experience	frustration	and	failure.Next:	How	to	Name	Inventory	Locations	
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