SOP Template: Cargo Loading, Securing, and
Documentation Guidelines

This SOP provides detailed cargo loading, securing, and documentation guidelines to ensure safe and efficient
transport of goods. It covers proper methods for loading cargo to prevent damage, techniques for securing loads to
maintain stability during transit, and accurate documentation practices to comply with regulatory requirements and
facilitate tracking. The goal is to minimize risks, enhance safety, and maintain the integrity of cargo throughout the
transportation process.

1. Purpose

To outline the steps and controls necessary for effective cargo loading, securing, and documentation, ensuring safety and
compliance during the transportation of goods.

2. Scope

This procedure applies to all personnel involved in the handling, loading, securing, and documentation of cargo for transit
at all company facilities and during all company operations.

3. Responsibilities

Warehouse Staff: Load and secure cargo according to guidelines.
Supervisors: Ensure compliance with SOP and verify documentation.

Drivers: Inspect load security and maintain documentation during transit.
Compliance Officers: Conduct regular audits of procedures and documentation.

4. Procedure

4.1 Cargo Loading

Inspect all cargo for damage before loading.

Verify cargo dimensions, weight, and packaging integrity.

Plan the loading sequence to maximize stability and space utilization.

Use appropriate lifting equipment and follow safety protocols.

Distribute weight evenly across the vehicle/container floor, placing heavier items at the bottom.
Ensure load does not exceed vehicle/container capacity limits.
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4.2 Cargo Securing

Use approved devices (e.g., straps, nets, dunnage, blocking, and bracing) to secure the cargo.
Check that all securing equipment is in good condition and appropriately rated for the cargo type.
Ensure there are no loose items that could shift during transport.

Comply with all relevant transportation safety regulations and standards.

Conduct a visual inspection to confirm load stability prior to vehicle departure.
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4.3 Documentation

Prepare all necessary shipping documents, including waybills, manifests, and special permits (if required).
Record pertinent information: shipment number, description, weight, quantity, and destination.

Collect signatures from responsible parties at each handoff point.

Ensure documentation complies with local and international regulations.

Maintain and archive documentation for record-keeping and future reference.
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5. Safety & Compliance

e Always wear appropriate personal protective equipment (PPE) when handling cargo.
¢ Report and address any hazards or incidents immediately.
¢ Adhere to legal weight restrictions, hazardous material handling rules, and relevant transport regulations.



6. Records & Documentation

¢ Retain all shipping and receiving documents for a minimum of 3 years or as specified by company policy.
¢ Archive digital copies in the company's logistics management system.

7. References

e Company Transport Policy
¢ Relevant Local and International Shipping Regulations
e Manufacturer's Loading and Securing Guidelines

Note: Non-compliance with cargo loading, securing, and documentation procedures may result in shipment delays,
legal penalties, and damage to goods.
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