SOP Template: Compliance with Local Transportation
Regulations and Reporting

This SOP establishes guidelines for compliance with local transportation regulations and reporting, ensuring all
transportation activities adhere to legal requirements. It covers vehicle maintenance and inspection, driver licensing and
training, route planning and restrictions, adherence to weight and load limits, timely reporting of transportation activities,
and documentation management. The goal is to maintain safe, lawful, and efficient transportation operations while
minimizing risks and avoiding regulatory penalties.

1. Purpose

To provide a structured approach to ensuring compliance with all applicable local transportation regulations, safeguarding
personnel, assets, and the organization from legal and operational risks.

2. Scope

This SOP applies to all employees, contractors, and third-party service providers engaged in transportation activities for
the organization.

3. Responsibilities

Transport Manager: Oversees implementation and compliance of this SOP.
Drivers: Adhere to all operational and regulatory requirements.

Maintenance Team: Ensure vehicles are inspected and maintained per regulations.
Compliance Officer: Monitors and audits adherence to regulatory requirements.
Administrative Staff: Manage accurate and timely reporting and documentation.

4. Procedure

1. Vehicle Maintenance and Inspection
o Schedule regular inspections as per manufacturer guidelines and legal standards.
o Maintain aninspection and maintenance record for each vehicle.
o Address identified defects or deficiencies before vehicle operation.
2. Driver Licensing and Training
o Verify and document valid driver's licenses for all operators.
o Provide ongoing training in local traffic laws and safety procedures.
3. Route Planning and Restrictions
o Plan routes considering local traffic regulations, restricted zones, and curfews.
o Document approved routes for high-risk or regulated transports.
4. Weight and Load Compliance
o Ensure all vehicles comply with legal weight and load limits.
o Utilize certified scales and record load weights before transportation.
5. Reporting and Recordkeeping
o Report transportation activities including incidents, delays, and violations as required by law.
o Maintain up-to-date documentation such as logs, inspection reports, licenses, and permits for required
retention periods.
6. Auditing & Continuous Improvement
o Conduct periodic internal audits to verify compliance.
o Implement corrective actions and update procedures as regulations evolve.

5. Documentation & Records

Document Responsible Retention Period
Vehicle Inspection Reports Maintenance Team 2 Years
Driver License Copies HR/Administrative Staff While employed + 1 Year

Route Plans Transport Manager 1 Year



Annual Audit Reports Compliance Officer 3 Years

6. References

e |ocal transportation authority regulations
¢ Organizational policies on safety and compliance
¢ Relevant national and local legislation

7. Review and Revision

This SOP must be reviewed annually, or when changes to local regulations or operational procedures occur.
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