SOP: Logistics for Waste Weighing and
Recordkeeping

This SOP details the logistics for waste weighing and recordkeeping, covering standardized procedures for
accurately measuring waste quantities, utilizing appropriate weighing equipment, maintaining precise records of waste
generation and disposal, ensuring compliance with regulatory requirements, and enhancing overall waste management
efficiency. The goal is to improve tracking, accountability, and environmental compliance through systematic
documentation and accurate weight measurement processes.

1. Purpose

To establish clear and standardized procedures for weighing waste and recording waste data to ensure accurate
tracking, reporting, and compliance with regulatory requirements.

2. Scope

This procedure applies to all personnel involved in waste generation, segregation, collection, weighing, recordkeeping,
and disposal at [Facility/Organization Name].

3. Responsibilities

¢ Waste Handlers: Segregate and label waste accurately before weighing.
¢ Designated Personnel: Operate weighing equipment, record measurements, and ensure data accuracy.
¢ Environmental Manager: Oversee SOP compliance, auditing, and reporting.

4. Required Equipment & Materials

e Calibrated weighing scales (bench, platform, or floor scale as appropriate)
¢ Personal protective equipment (PPE)

¢ Waste containers/bags appropriately labeled

¢ Waste record log sheets or digital recordkeeping system

e Calibration log for weighing equipment

5. Procedure

1. Preparation
o Inspect and calibrate weighing equipment. Record calibration check in the equipment log.
o Ensure all waste is segregated and labeled according to type (e.g., recyclables, hazardous, general
waste).
o Puton appropriate PPE.
2. Weighing the Waste
o Place the empty, labeled waste container on the scale to record the tare weight.
o Fill the container with the waste material.
o Place the full container on the scale and record the gross weight.
o Calculate net waste weight: Net Weight = Gross Weight 4€" Tare Weight.
3. Recording Data
o Enter the following into the log sheet or recordkeeping system:
s Date & time
= Waste type/category
= Net weight
= Personnel namefinitials
s Destination/disposal method
o Double-check entries for accuracy and completeness.
4. Documentation & Filing
o Store records securely (digitally or in hard copy) for regulatory and audit purposes as per retention
policy.
o Report records periodically to the Environmental Manager.

6. Recordkeeping Template (Sample)



Waste : : . Disposal
Date/Time Type Tare Weight Gross Weight Net Weight Personnel | Method

(kg) (kg) (kg)
2024-06-01, | soneral | 15 112 9.7 J.Smith | Landfil
09:10
2024-06-01, Recycling
11:00 Recyclables | 2.0 7.8 5.8 A.Lee Facility

7. Compliance & Auditing

¢ Adhere to local and federal waste management regulations.
e Ensure all logs are auditable and up-to-date.
¢ Report discrepancies or incidents to the Environmental Manager within 24 hours.

8. References

¢ |ocal waste management regulations (specify legislation)
¢ [Organization] Environmental Policy
e Equipment calibration guidelines

9. Revision History

Date Revision Changes Approved By

2024-06-10 01 Initial version [Name/Title]
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