Standard Operating Procedure (SOP): Document
Retrieval and Checkout Procedures

This SOP details the document retrieval and checkout procedures, encompassing protocols for accessing,
borrowing, and returning documents to ensure proper tracking, security, and availability. It includes guidelines on
authorization requirements, documentation handling, record-keeping, and the responsibilities of staff and users to
maintain an organized and efficient document management system.

1. Purpose

To establish standardized procedures for retrieving and checking out documents to ensure effective tracking, security,
and availability.

2. Scope

This procedure applies to all staff, users, and stakeholders who require access to controlled documents within the
organization.

3. Definitions

¢ Document: Any physical or electronic record managed by the organization.
¢ Checkout: The process of borrowing or taking custody of a document for temporary use.
¢ Custodian: The individual responsible for maintaining the document repository.

4. Authorization Requirements

¢ Only authorized personnel may access and retrieve controlled documents.
e Authorization is granted by the Document Custodian or designated authority.
¢ Users must present identification or authorization credentials at the time of request.

5. Retrieval Procedure

1. User submits a Document Request Form (electronic or paper) specifying:
o Document title/ID
o Reason for access
o Intended duration of use
2. Document Custodian verifies requestor's authorization.
3. Ifapproved, the Custodian locates and retrieves the requested document.
4. Custodian records the checkout details in the Document Checkout Log:
o User Name/ID
o Document title/ID
o Checkout date/time
o Expected return date/time
5. User signs (physically/electronically) to acknowledge receipt of the document.

6. Document Handling Guidelines

¢ Handle all documents with care to prevent damage or loss.
¢ Confidential documents must not be copied or shared without proper authorization.
¢ Maintain the integrity and security of documents at all times.

7. Return Procedure

1. User returns the document to the Document Custodian on or before the due date.

2. Custodianinspects the document for completeness and condition.

3. Custodian updates the Document Checkout Log to record the return date/time and verifies the condition.
4. User signs to confirm the return of the document.

8. Record-Keeping & Tracking

e Allretrievals and returns must be immediately recorded in the master Document Checkout Log.



e |ogs are to be reviewed regularly to identify overdue documents or unreturned items.
¢ Discrepancies must be reported promptly to the appropriate authority.

9. Staff and User Responsibilities
o Staff: Ensure compliance with SOP, assist users, maintain accurate records, and report issues.

¢ Users: Use documents responsibly, adhere to return deadlines, and report lost/damaged documents
immediately.

10. Revision History

Version Date Summary of Changes Prepared By

1.0 2024-06-01 Initial release [Name]
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