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Clinton Community College – Science Laboratory

Standard Operating Procedure / Method 
Title:  Receiving / Removing of Chemicals in Inventory
Scope:  

Laboratory Coordinator and anyone working for that office; Science Faculty.

Restrictions:  


Not to be performed by students or anyone without knowledge and training on chemical storage schemes.  This SOP does not contain the information for disposing of any substances.  This SOP explains the record keeping for adding and removing items from inventory only.  The SOP - Chemical Waste from Lab to Storage should be used when actually disposing of a substance.  


Training with the Chemical Inventory System software is needed.

Equipment and Supplies:


Permanent marker; Computer with Chemical Inventory Software installed (typically the computer in room 221); Chemical Inventory Log Book (room 228); NFPA Labels; SOP - Chemical Waste from Lab to Storage
PPE’s and Safety Precautions:


Gloves and Goggles at a minimum, read the MSDS before hand to see if any further protection is advised.  

Method RECEIVING CONTAINERS INTO INVENTORY:


Step 1: Read MSDS and/or Label to determine risks and storage requirements.  


If an MSDS was not included in the packing look through our current MSDS library for an MSDS on file. ( if one is not present request one from supplier; then search for one to use on Internet )

Criteria to consider when reading the MSDS: 

- Compatibility: 
Acid ( Nitric is stored separately) †




Ammonia containing compounds  †




Flammables †




Oxidizers  ( Need a Label to identify them ) †



Metals ( are stored separately due to reactivity ) †




Refrigerator †



General Storage ( has no real compatibility issues ) ‡

† - Storage is in Room 228;  ‡ - Storage is in Room 227

- Secondary Containment:

- Does the substance have issues with Light; Water; Oxygen etc. 



- Is the substance sufficiently toxic that a shatterproof secondary container 

is advised?


Step 2 : In the Chemical Inventory Log Book ( Room 228) record the Chemical Name; Manufacturer, Quantity Received ( mass of each and number of containers), Location to be Stored and the Date received.  Check the CIS box when the container(s) are entered into the Chemical Inventory System software.

sample entry:

	Chemical Name
	Manufacturer
	Quantity Rec’d
	Location to be Stored
	Date Received
	CIS

	Sodium Hydroxide
	Fisher 
	2 x 500g
	General storage
	3/14/03
	√



Step 3 : Using a permanent marker mark the container at the full level by making a horizontal mark on the label when possible and writing the letter ‘F’ at that line.  This will aid in future inventory taking.  In the case that you cannot determine the level of the contents find a balance capable of handling the entire container and measure the TOTAL MASS of the substance and container, write this mass on the container. ( DO NOT open a new chemical until it’s to be used )
Step 4 :When possible and if you have access, immediately enter the chemical into the computerized Chemical Inventory System. 
Step 5 : The CIS will generate a CONTAINER ID#  label the container with this number.  


Step 6 : Place the container in the appropriate location** behind any older containers.  Make certain container is in the proper alphabetical order for that location (Ignore numbers and prefixes like para-  or ortho- , etc.) Inspect the condition of the other containers.  Use the following chart to locate the appropriate location for this substance.

INORGANIC CHEMICAL STORAGE SCHEME

	Chemical Type
	Flinn Storage code
	Special Notes

	Metals, Hydrides
	Inorganic 1
	No Water/ Metals in Metals cabinet.

	Halides, Sulfates, Phosphates, Acetates, Iodides, Sulfites, Thiosulfates, Halogens
	Inorganic 2
	General Storage

	Nitrates, Amides, Nitrites, Azides ( ** no Ammonium Nitrate )
	Inorganic 3
	Oxidizers have dedicated cabinet

	Hydroxides, Oxides, Silicates, Carbonates, Carbon
	Inorganic 4
	General Storage

	Sulfides, Selenides, Phosphides, Carbides, Nitrides
	Inorganic 5
	General Storage

	Chlorates, Bromates, Iodates, Chlorites, Hypochlorites, Perchlorates, Perchloric Acid, Peroxides, Hydrogen Peroxide
	Inorganic 6
	General Storage or Oxidizers when applicable.

	Arsenates, Cyanides, Cyanates
	Inorganic 7
	No Water / General Storage

Double containment recom.

	Borates, Chromates, Manganates, Permanganates
	Inorganic 8
	General Storage or Oxidizers when applicable.

	Acids ( except NITRIC *)
	Inorganic 9 
	Dedicated Cabinets

	Sulfur, Phosphorus, Arsenic, 
	Inorganic 10
	General Storage

Double containment recom

	Miscellaneous
	Inorganic M
	General Storage

	 * Nitric Acid is isolated and stored by itself
	
	Dedicated Subcabinet within an Acid Cabinet 

Nitric and Acetic must be separated.

	 ** Ammonium Nitrate must be isolated 
	
	


ORGANIC CHEMICAL STORAGE SCHEME
	Chemical Type
	Flinn Storage code
	Special Notes

	Or. Acids, Amino Acids, Anhydrides, Peracids
	Organic 1
	 ALL 

ORGANICS  

WILL 

BE STORED

ACCORDING TO 

THEIR

TOXICITY,

FLAMMABILITY

AND 

REACTIVITY..



	Alcohols, Glycols, Sugars, Amines, Amides, Imines, Imides
	Organic 2
	

	Hydrocarbons, Esters, Aldehydes, Oils
	Organic 3
	

	Ethers, Ketones, Ketenes, Halogenated Hydrocarbons, Ethylene Oxide 
	Organic 4
	

	Epoxy Compounds, Isocyanates
	Organic 5 
	

	Peroxides, Hydroperoxides, Azides
	Organic 6 
	

	Sulfides, Polysulfides, Sulfoxides, Nitriles
	Organic 7 
	

	Phenols, Cresols
	Organic 8
	

	Dyes, Stains, Indicators
	Organic 9 
	

	Miscellaneous
	Organic M
	


Method REMOVING A CONTAINER FROM INVENTORY :

Step 1: Before removing a container from inventory consult the SOP - Chemical Waste from Lab to Storage to determine the proper course of action for that chemical.  Even an empty container with residue might have to be treated as a Chemical Hazard.


Step 2 : Determine why the container should be removed from the inventory:




- contents completely consumed in laboratory activities.




- Expired – outdated.




- too old to be certain of purity and/or activity.




- questionable appearance / possible contamination.




- etc.


Step 3 : Complete the Chemical Log book for the removal of a chemical.



Determine (as best you can) the mass of the remaining substance if any.



This is to determine the mass disposed, and thus the mass consumed.  

sample entry

	Chemical Name
	Container ID #
	Original Mass
	Mass Consumed
	Mass Disposed 
	Date Removed

	Sodium Fluoride
	020703456
	25g
	10g
	15g
	4/16/03



Step 4 : Be sure to record any chemicals that are disposed of on the Disposal Log Sheet in the Chemical Inventory Log Book.  This Log Sheet will also document the usage and disposal of substances not considered a chemical hazard.  

Sample entry

	Chemical Name
	Container ID #
	Quantity Disposed
	Method of Disposal  ‡‡
	Date Disposed

	Sodium Fluoride
	020703456
	15g
	Sink 
	4/17/03


‡‡ Regular Solid Waste; Chem Haz Waste; Neutralized or Sink Disposal.

Step 5 : Find the CONTAINER ID#  in the Chemical Inventory System and remove that container form inventory.   

Step 6 : Follow SOP - Chemical Waste from Lab to Storage when actually disposing of the chemical.

Maintenance  Requirements:


N/A

Storage Directions:


N/A

Records and Forms: 


Each summer a complete inventory check will be performed.  



- Print off a copy of the CIS list with container ID’s and amounts



- Visually inspect and compare the inventory to this list



- Make any changes to the CIS list and print it off ( a hard copy record ) 

this will be stored in a file in room 221.

References:

CHEMICAL INVENTORY RECEIVING RECORDS

	Chemical Name
	Manufacturer
	Quantity Rec’d
	Location to be Stored
	Date Received
	CIS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CHEMICAL INVENTORY CONTAINER REMOVAL RECORDS

	Chemical Name
	Container ID #
	Original Mass
	Mass Consumed
	Mass Disposed
	Date Removed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CHEMICAL DISPOSAL LOG SHEET

	Chemical Name
	Container ID #
	Quantity Disposed
	Method of Disposal  ‡‡
	Date Disposed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


‡‡ Regular Solid Waste; Chem Haz Waste; Neutralized or Sink Disposal.

