
Standard Operating Procedure (SOP): Sorting and
Categorization of Packages by Priority and Destination
This SOP details the sorting and categorization of packages by priority and destination, including procedures for
identifying package priority levels, methods for categorizing packages based on destination, handling special or urgent
shipments, use of sorting equipment and technology, guidelines for maintaining accuracy and efficiency, and protocols for
reporting sorting discrepancies. The objective is to streamline package processing, ensure timely deliveries, and optimize
logistics operations by efficiently organizing packages according to their importance and delivery locations.

1. Scope

This SOP applies to all personnel involved in the receipt, sorting, and dispatch of packages within [Company Name]
logistics operations.

2. Responsibilities

Sorting Staff: Perform sorting and categorization tasks as per guidelines.
Supervisors: Oversee process, ensure accuracy, verify handling of special shipments.
Logistics Manager: Ensure resources, training, and compliance with protocols.

3. Procedures

3.1 Identification of Package Priority Levels

1. Scan each package upon arrival using barcode/RFID scanners.
2. Check priority marking on labels or digital records:

High Priority: Expedited, overnight, or urgent packages.
Medium Priority: Standard delivery packages.
Low Priority: Economy or deferred delivery.

3. Place color-coded or marked tags for visual confirmation if applicable.

3.2 Categorization Based on Destination

1. Refer to package label or system data for delivery address.
2. Sort packages by the following destination categories:

City/Local
Regional
National
International

3. Place packages in clearly labeled bins, racks, or conveyor sections as per destination.

3.3 Handling Special or Urgent Shipments

Identify "Fragile," "Perishable," or "Hazardous" labels; follow handling instructions.
Immediately segregate urgent packages; notify supervisor if applicable.
Document handling of such packages in the system.

3.4 Use of Sorting Equipment and Technology

1. Use conveyor belts, scanners, and automated sorting systems as instructed.



2. Verify equipment is calibrated and operational before shifts.
3. Report malfunctions promptly to maintenance.

3.5 Guidelines for Accuracy and Efficiency

Double-check priority and destination data before final sorting.
Minimize manual handling to prevent errors and damage.
Maintain clear pathways and organized sorting areas.
Regularly train staff on standard procedures and equipment use.

3.6 Reporting Sorting Discrepancies

1. If a package's priority or destination is unclear, put it in a designated "Hold" area.
2. Log the discrepancy in the system with package details and discrepancy type.
3. Notify a supervisor for resolution before further processing.

4. Documentation

Maintain electronic records of sort batches, discrepancies, and resolutions.
Daily reporting of special or urgent packages handled.

5. Safety and Compliance

Follow safety procedures while using sorting equipment.
Handle hazardous or sensitive shipments as per regulatory requirements.

6. Review and Training

SOP to be reviewed annually or as operational needs change.
Conduct regular training sessions for all relevant personnel.

7. References

[Insert company-specific policies or regulatory standards]
[Links to operational manuals or equipment user guides]

Approved by: ______________________ Date: ________________
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