SOP Template: Collection and Internal Transport
Protocols Within Facility

This SOP details collection and internal transport protocols within the facility, including procedures for safe
collection of materials, proper handling and packaging, designated transport routes, timing and scheduling of internal
transfers, use of appropriate transport equipment, safety measures to prevent contamination or damage, coordination
among departments, and documentation requirements. The goal is to ensure efficient, safe, and compliant movement
of materials within the facility to maintain quality and operational integrity.

1. Purpose

To establish standardized procedures for the safe and efficient collection and internal transport of materials within the
facility.

2. Scope

This SOP applies to all personnel involved in the collection, handling, packaging, and internal transport of materials
within the facility.

3. Responsibilities

¢ Supervisors: Ensure staff are trained and protocols are followed.
¢ Handlers/Operators: Comply with SOP procedures for collection, packaging, transport, and documentation.
¢ Department Heads: Coordinate interdepartmental transfers and resolve issues as needed.

4. Definitions

Term Definition
Material Any item, product, or substance to be moved internally within the facility.
Collection Point Designated area or location where materials are gathered for transport.
Transport Route Predefined pathway or corridor used for internal material transport.

5. Procedure

5.1 Preparation & Collection
1. Ildentify materials to be transported and their collection points.
2. Verify packaging requirements for each material (e.g., sealed containers, labeling, PPE needed).

3. Ensure all handlers wear appropriate personal protective equipment (PPE).
4. Collect materials according to safety and handling guidelines.

5.2 Packaging & Labeling

1. Package materials securely to prevent spillage, contamination, or damage.
2. Clearly label each package with relevant information (material name, source, destination, date/time).

5.3 Scheduling & Coordination

1. Schedule internal transfers as per facility requirements to avoid congestion and delays.
2. Communicate collection and delivery times to involved departments.

5.4 Transport
1. Use pre-approved, clean, and working transport equipment (e.g., carts, dollies, trolleys).

2. Follow designated transport routes to assigned delivery points.
3. Minimize handling and avoid transport during peak operational hours when possible.



5.5 Safety Measures
1. Ensure materials are secured during transport to prevent shifting/spillage.
2. Follow biosafety/chemical safety protocols if applicable.
3. Decontaminate transport equipment after use as required.
5.6 Handover & Documentation
1. Ondelivery, verify receipt with receiving personnel and have them sign delivery log or electronic record.

2. Document any discrepancies, delays, or incidents.
3. Retain records according to facility document retention policy.

6. Documentation

e Transport logs (manual or electronic)

¢ Incident/accident reports (if applicable)

¢ Checklist for PPE, packaging, and equipment
e SOP training records

7. References

¢ Facility Health & Safety Policy
¢ Applicable regulatory, legal, and industry guidelines
¢ PPE and equipment manufacturer instructions

8. Revision History

Version Date Description Author

1.0 2024-06-01 Initial SOP creation [Your Name]
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