SOP Template: Secure Storage and Handling Protocols

This SOP details secure storage and handling protocols to ensure the safe and efficient management of materials
and equipment. It covers proper storage techniques, access control measures, handling procedures, labeling and
documentation, as well as regular inspection and maintenance to prevent damage, loss, or unauthorized access. The goal
is to maintain product integrity, enhance safety, and comply with regulatory requirements.

1. Purpose

To establish protocols for the secure storage and handling of materials and equipment, maintaining integrity, safety, and
compliance.

2. Scope

This SOP applies to all personnel responsible for storing, handling, or maintaining access to sensitive, hazardous, or
regulated materials and equipment.

3. Responsibilities

¢ Supervisors: Ensure staff adherence, provide training, and perform regular audits.
¢ Personnel: Follow established protocols and report any issues or breaches.
o Security Team: Monitor access and investigate unauthorized entry or discrepancies.

4. Procedure

1. Storage Techniques
o Store items in designated, secure areas with appropriate environmental controls (e.g., temperature, humidity).
o Avoid stacking materials in a manner that may cause instability or damage.
o Utilize appropriate shelving, containers, and signage.

2. Access Control
o Restrict access to authorized personnel only using locks, access cards, or password-protected systems.
o Maintain an access log for sensitive or high-value items.
o Immediately revoke access for departing personnel.
3. Handling Procedures
o Wear appropriate personal protective equipment (PPE) as required.
o Follow specific handling instructions as outlined in materials' safety data sheets (MSDS) or equipment
manuals.
4. Labeling and Documentation
o Clearly label all stored items with content, date, and responsible personnel.
o Maintain up-to-date inventory records, including usage and disposal logs.
o Ensure documentation is stored securely and backed up regularly.
5. Inspection and Maintenance

o Conduct routine inspections for damage, leaks, or security breaches.
o Regularly maintain storage infrastructure (e.g., racks, locks, alarms).
o Report and address deficiencies promptly.

5. Documentation & Records

Access logs

Inspection and maintenance reports
Inventory logs

Incident and corrective action reports

6. Compliance & References

¢ Relevant national and local regulatory requirements
¢ Industry best practices and guidelines
¢ Internal company policies

Note: Non-compliance with secure storage and handling protocols can result in safety hazards, product loss, legal



penalties, and reputational damage.

7. Revision History

Version Date Description Author

1.0 2024-06-01 Initial release [Author Name]
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