
SOP: Standard Packaging Guidelines for Takeout and
Delivery
This SOP defines standard packaging guidelines for takeout and delivery to ensure food safety, quality, and customer
satisfaction. It covers appropriate packaging materials, portion control, sealing methods, temperature maintenance, labeling
requirements, and environmentally friendly practices. The guidelines aim to minimize contamination, preserve food
freshness, prevent leakage, and provide clear product information for efficient and reliable food delivery service.

1. Purpose
To establish standardized procedures for the packaging of takeout and delivery orders to maintain food quality and safety
during transit.

2. Scope
This SOP applies to all staff involved in the preparation, packing, and delivery of food orders for takeout and delivery
services.

3. Responsibilities
Kitchen Staff: Ensure food is portioned and packed according to guidelines.
Packing Staff: Apply appropriate packaging materials, adhere to sealing and labeling standards.
Delivery Staff: Maintain food temperature and handle packages with care during transit.
Supervisors: Train staff and monitor compliance.

4. Procedures

Step Guidelines

4.1 Packaging Materials

Use food-grade, leak-proof containers suitable for specific food types (hot, cold, liquid,
etc.).
Prefer biodegradable or recyclable materials where possible.
Avoid use of plastic bags for hot or oily items.

4.2 Portion Control
Follow established recipes and portion guidelines to ensure consistency and accurate
presentation.

4.3 Sealing Methods
Securely seal all containers to prevent leaks and tampering.
Use tamper-evident stickers or seals as required.

4.4 Temperature
Maintenance

Pack hot and cold foods separately.
Use insulated bags or containers to maintain food at safe temperatures during delivery
(Hot â‰¥ 60Â°C; Cold â‰¤ 5Â°C).

4.5 Labeling
Requirements

Label each package with order number, contents, customer's name, allergens, and
date/time packed.
Include reheating or consumption instructions if applicable.

4.6 Environmentally
Friendly Practices

Encourage the use of eco-friendly, compostable, or recyclable packaging materials.
Offer utensils, napkins, and condiments only upon request to reduce waste.

5. Quality Control
Supervisors must conduct periodic checks to ensure compliance with packaging standards.
Feedback from customers and delivery staff should be reviewed for possible improvements.



6. Documentation
Keep records of packaging checks and corrective actions taken, if any.
Document training of staff on updated packaging procedures.

7. Review and Updates
This SOP shall be reviewed annually or when there are changes in packaging requirements or local regulations.

8. References
Local health and food safety regulations
Company sustainability and packaging policies
Allergen labeling laws
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