SOP Template: Safe Handling and Packaging for
Transport

This SOP details safe handling and packaging for transport procedures, emphasizing proper techniques to secure
goods, prevent damage, and ensure safety during transit. It covers material selection, packaging methods, labeling
requirements, handling equipment usage, and compliance with transportation regulations. The goal is to maintain product
integrity, protect personnel, and facilitate efficient and secure delivery.

1. Purpose

To provide standardized procedures for safely handling and packaging goods to protect both products and personnel,
ensure regulatory compliance, and facilitate secure transportation.

2. Scope

This SOP applies to all employees and contractors involved in the preparation, packaging, handling, and transport of
materials or products at [Company/Facility Name].

3. Responsibilities

e Supervisors: Ensure staff are trained and equipment is maintained.
¢ Handlers/Packagers: Follow all procedures and use equipment as instructed.
¢ Drivers/Transport Personnel: Verify packaging integrity and correct labeling before loading.

4. Procedure

1. Material Selection
o Choose packaging materials appropriate for the product's size, weight, shape, and fragility.
o Use only clean, undamaged materials compliant with company and regulatory standards.
2. Packaging Methods
o Wrap items with protective materials (e.g., bubble wrap, foam, packing peanuts) as needed.
o Secure products in containers to minimize movement during transit (fill voids, use dividers).
o Seal packages with heavy-duty tape; reinforce edges and seams as necessary.
3. Labeling Requirements
o Affix clear, legible labels displaying destination, handling instructions (e.g., Fragile, This Side Up), and
regulatory marks as required.
o Double-check label accuracy before dispatch.
4. Handling Equipment Usage
o Use appropriate handling equipment (pallet jacks, forklifts, carts) for heavy or bulky items.
o Inspect equipment before use and report any faults immediately.
o Follow safe lifting techniques and wear required PPE (gloves, safety shoes, etc.).
5. Compliance
o Adhere to all relevant transportation and safety regulations (e.g., DOT, ADR, IMDG, IATA), especially when
packaging and shipping hazardous materials.
o Maintain documentation for regulatory compliance and traceability.

5. Documentation



e Packaging checklists

Inspection logs
Incident/Non-conformance reports
Shipment tracking forms

6. Training

All staff must complete initial and periodic refresher training on safe handling, packaging, and compliance requirements.

7. References

¢ [Relevant locallregional transport regulations]
e [Company safety and packaging standards]
¢ [Equipment manufacturer operation manuals]

8. Revision History

Version Date Description Author

1.0 [YYYY-MM-DD] Initial creation [Author Name]
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