SOP Template: Logistics Coordination-Transport,
Setup, and Teardown

This SOP details the process of logistics coordination-transport, setup, and teardown, encompassing the
planning and management of transportation routes, scheduling and organizing the delivery of materials and equipment,
efficient on-site setup procedures, and systematic teardown and packing post-event. The objective is to ensure smooth
operations, minimize delays, and maintain safety and organization throughout all phases of logistics management.

1. Purpose

To provide standardized steps for coordinating transportation, setup, and teardown for events/projects, ensuring
efficient, organized, and safe handling of all materials and equipment.

2. Scope

This SOP applies to all personnel involved in logistics management, including transport drivers, setup crews, and site
management staff.

3. Definitions

¢ Logistics Coordinator: Person responsible for overseeing all logistics processes.
e Teardown: The dismantling and packing up phase after event conclusion.
e POC: Point of Contact.

4. Responsibilities

e | ogistics Coordinator: Overall coordination and supervision.

¢ Transport Team: Safe and timely delivery/collection of equipment and materials.
Setup Crew: On-site arrangement of all items as per layout plans.

Teardown Crew: Responsible for systematic dismantling and packing post-event.
Safety Officer: Ensures all safety protocols are followed.

5. Procedure

5.1 Planning and Transport Coordination

Develop a logistics plan including timelines, resource needs, and route mapping.
Coordinate with vendors for material and equipment pickup schedules.

Confirm transportation vehicles, drivers, licenses, and insurance requirements.
Prepare and double-check loading lists and packing instructions.

Communicate delivery schedules and contacts (POCs) at both origin and destination.
Maintain a contingency plan for unexpected situations (traffic, breakdowns, weather).
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5.2 On-site Setup Procedures

. Arrive on site at scheduled time; check access points and site status.

. Unload materials and verify all items against the inventory list.

. Set up materials/equipment as per detailed event layout plans and instructions.

. Conduct walk-through with event/site managers to ensure compliance and readiness.
. Safely store empty containers and packing materials for later teardown.
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5.3 Teardown and Packing

Verify event/project has fully concluded and receive clearance from site POC.
Dismantle structures and equipment systematically by area/priority.

Pack items safely into assigned containers; confirm against inventory checklist.
Inspect site for any damages or forgotten items, documenting findings.

Load transport vehicles for return or onward transfer.

Update records and report completion to the Logistics Coordinator.
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6. Documentation

e Transport Schedules

¢ Inventory Checklists (pre and post event)

¢ |ncident Reports (if applicable)

¢ Sign-off Sheets (delivery/collection confirmation)

7. Safety Considerations

e Ensure compliance with safety guidelines during loading, unloading, and on-site movement.
e Use appropriate PPE (personal protective equipment).
e All hazards must be reported immediately to the Safety Officer.

8. Review & Continuous Improvement

¢ Hold a post-event debrief to discuss successes and challenges.
e Archive all documentation for future reference and audits.
e Update SOP as needed based on feedback and lessons learned.

Note: This SOP should be reviewed annually or as required following significant changes in procedures or incidents.
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