
SOP Template: Procedures for Retrieving and
Distributing Records
This SOP details the procedures for retrieving and distributing records, encompassing the systematic process of
locating, accessing, and securely handling records, ensuring accuracy and confidentiality. It outlines steps for verifying
record requests, proper documentation, approved distribution methods, and maintaining records integrity. The goal is to
facilitate efficient and compliant management of records to support organizational operations and regulatory
requirements.

1. Purpose
To establish standardized procedures for the retrieval and distribution of records to ensure accuracy, confidentiality, and
compliance with applicable regulations.

2. Scope
This SOP applies to all staff involved in the management, retrieval, and distribution of organizational records, whether
physical or electronic.

3. Responsibilities
Records Custodian: Oversee retrieval, distribution, and documentation processes.
Requestor: Submit proper documentation and comply with verification procedures.
IT/Records Management Team: Facilitate secure access in case of electronic records.

4. Procedure
1. Request Submission

All record requests must be submitted through the approved request form or system.
Requestor must provide identification and justification for the request.

2. Verification of Request
Records Custodian verifies authenticity and appropriateness of the request.
If clarification is required, contact the requestor promptly.

3. Locating Records
Identify storage location (physical file, electronic system, archive, etc.).
Document record retrieval date, time, and responsible personnel.

4. Retrieving Records
Access records in accordance with security and confidentiality protocols.
If records contain sensitive information, additional clearance may be required.

5. Preparing Records for Distribution
Ensure records are complete, accurate, and unaltered.
Redact confidential information not authorized for release.

6. Distribution of Records
Distribute records using approved methods (e.g., secure email, hand delivery, encrypted file transfer).
Require acknowledgment of receipt from the recipient.

7. Documentation
Record transaction details in the distribution log (recipient, date/time, method of distribution, purpose).
Maintain documentation for audit and future reference.

8. Return or Disposal of Records (if applicable)
Ensure records are returned or disposed of in accordance with retention schedules and destruction policies.

5. Approved Methods of Distribution
Secure internal courier or staff hand-off
Encrypted email or secure portal
Authorized fax (with prior notification)
Certified mail (for physical documents)

6. Records Integrity & Confidentiality
Do not alter records unless authorized; maintain document version control.



Ensure only authorized personnel have access to sensitive or confidential information.
Report breaches of confidentiality or data loss immediately to designated authority.

7. Supporting Documentation
Record Request Form/Template
Records Distribution Log Template
Retention and Destruction Policy
Confidentiality Agreement

8. Revision History

Version Date Description of Changes Approved By

1.0 2024-06-01 Initial SOP template created Records Manager
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