SOP: Inter-facility Transfer Procedures and
Documentation

This SOP details the inter-facility transfer procedures and documentation, covering the standardized process for
transferring personnel, equipment, or materials between facilities. It includes requirements for proper authorization,
detailed transfer documentation, communication protocols, verification and tracking methods, and compliance with
regulatory standards. The purpose is to ensure efficient, secure, and traceable transfers while minimizing risks and
maintaining operational integrity across all facilities.

1. Purpose

To establish standardized procedures and documentation for transferring personnel, equipment, or materials between
facilities, ensuring efficiency, security, traceability, and regulatory compliance.

2. Scope

Applicable to all personnel involved in initiating, authorizing, executing, monitoring, or documenting inter-facility
transfers.

3. Responsibilities

Initiator: Identifies the need for transfer and prepares initial documentation.
Authorizing Officer: Reviews and approves transfer requests.

Logistics Personnel: Arranges safe and compliant transport.

Receiving Facility: Acknowledges receipt and completes verification.
Records Officer: Maintains all transfer documentation.

4. Procedure

1. Request Initiation
o Initiator completes a Transfer Request Form (see Appendix 1).
o Includes details: items/personnel, quantity, origin, destination, date/time.
2. Authorization
o Authorizing Officer reviews request for necessity, compliance, and resource availability.
o Request is approved or denied with documented rationale.
3. Pre-Transfer Coordination
o Logistics arranges transport; confirms schedules with sending/receiving facilities.
o Notification sent to all stakeholders.
4. Transfer Documentation
o Prepare Transfer Manifest listing items/personnel, serial numbers, special handling instructions.
o Both sending and receiving parties must sign the manifest upon handover and receipt.
5. Communication Protocols
o Maintain open line of communication throughout transfer.
o Report any incidents or delays to both facilities immediately.
6. Verification and Tracking
o Logistics maintains a real-time tracking log.
o Receiving facility verifies contents and condition upon arrival; records discrepancies.
7. Documentation Retention
o All forms and manifests archived as per regulatory guidelines.
o Records Officer performs periodic audits for compliance.



5. Regulatory and Safety Compliance

e Ensure all transfers comply with internal policies, legal, and regulatory requirements.
¢ Adhere to safety procedures during preparation, transfer, and receipt.

6. Related Forms and Appendices

Form Name Description
Transfer Request Form Initiation of all inter-facility transfers, including authorizations.
Transfer Manifest ltemized documentation of transferred items/personnel with verification signatures.
Incident Report Form Documentation of any incidents, losses, or discrepancies during transfer.

Appendix 1: Sample Transfer Request Form

Field Details
Date/Time yyyy-mm-dd, hh:mm
Origin Facility
Destination Facility
Transfer Type Personnel, Equipment, Materials

Description of Contents
Quantity

Special Handling

Initiator Name/Sign
Authorizing Officer Name/Sign

Date of Approval

7. Revision History

Version Date Description of Changes Approved By

1.0 2024-06-16 Initial release [Name/Title]
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