Standard Operating Procedure (SOP)

Standardized Product Packing Techniques

This SOP details standardized product packing techniques to ensure consistency, protection, and efficiency in
packaging processes. It covers material selection, packing methods, labeling standards, quality checks, and handling
procedures to maintain product integrity during storage and transportation. The objective is to optimize packaging
operations, reduce damage, and enhance customer satisfaction through reliable and uniform packing practices.

1. Purpose

To provide standardized guidelines for packing products to ensure their protection, optimize packing operations, and
meet or exceed customer expectations.

2. Scope

This SOP applies to all staff members involved in the packing, sealing, labeling, quality checking, and handling of
products intended for storage or transportation.

3. Responsibilities

¢ Packing Staff: Follow the specified packing techniques and safety protocols.
e Supervisors: Ensure adherence to SOP and facilitate training as needed.
¢ Quality Control: Conduct regular checks and address non-compliance issues.

4. Materials & Equipment

Approved packing boxes, containers, bags, or pallets
Cushioning materials (e.g., bubble wrap, foam, airbags, paper)
Sealing materials (tape, straps, shrink wrap)

Labeling materials (labels, markers, printers)

Measuring and weighing devices

Personal protective equipment (as required)

5. Procedures

1. Material Selection:
o Choose suitable packaging materials based on product size, weight, and fragility.
o Ensure all materials are clean, dry, and free from damage or contamination.
2. Packing Methods:
o Insert protective padding/cushioning where needed to minimize movement.
o Arrange products to avoid direct contact (preventing scratches or damage).
o Fillempty spaces to prevent shifting during transport.
o Ensure weight is distributed evenly.
3. Sealing:
o Seal all packages securely using appropriate tape, straps, or wraps.
o Double-check seals for integrity before moving to the next step.
4. Labeling:
o Apply legible, accurate labels indicating product details, destination, handling instructions (e.g., fragile, this
side up).
o Position labels for clear visibility.
5. Quality Checks:
o Inspect packed products for compliance with packing standards.
o Verify labeling and documentation.
o Reject and re-pack any non-conforming packages.
6. Handling & Storage:
o Handle packages carefully to avoid damage.
o Stack according to prescribed height limits and weight restrictions.
o Store in designated areas, away from hazards and under recommended conditions.

6. Records & Documentation

¢ Maintain logs of packed shipments, including packing date, packer's name, quality check results, and any
incidents.



¢ Archive packing-related documentation as per company policy.

7. Training

¢ All staff must complete initial and periodic refresher training on standardized packing techniques and this SOP.

8. References

e Packing material specifications
¢ Handling & transportation guidelines
e Company quality management manual

9. Revision History

Version Date Description of Change Approved By

1.0 2024-06-15 Initial release of standardized product packing SOP [Name]

This document is controlled. Unauthorized copying or distribution is prohibited.
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