
SOP: Transportation Arrangements and Vehicle
Safety Checks
This SOP details transportation arrangements and vehicle safety checks, covering the scheduling and
coordination of transport services, pre-trip vehicle inspections, routine maintenance checks, driver qualification
requirements, load securing protocols, and emergency procedures. The objective is to ensure the safety and reliability
of all transportation operations, minimize risks associated with vehicle use, and comply with relevant regulations and
standards.

1. Purpose
To establish standardized procedures for arranging transportation and conducting vehicle safety checks to protect
personnel, assets, and ensure compliance with applicable laws and regulations.

2. Scope
This SOP applies to all staff involved in organizing, operating, and maintaining transportation within the organization.

3. Responsibilities
Transport Coordinator: Oversees scheduling, compliance, and documentation.
Drivers: Perform pre-trip checks, report defects, and execute safe driving practices.
Maintenance Staff: Conduct scheduled vehicle inspections and repairs.
Supervisors: Ensure staff compliance and facilitate necessary training.

4. Procedures
4.1 Scheduling and Arrangements

1. Receive transportation requests via designated channel (e.g., email or system form).
2. Confirm availability of vehicles and drivers.
3. Plan optimal routes considering safety, efficiency, and regulatory constraints.
4. Issue assignment confirmations to all relevant personnel.
5. Document all transport arrangements in the Transportation Log.

4.2 Pre-Trip Vehicle Inspection

1. Drivers must conduct a pre-trip inspection using the inspection checklist (see Appendix A).
2. Check the following before departure:

Brakes, steering, and tires
Lights, horns, mirrors, and windshield wipers
Fluid levels (oil, coolant, fuel)
Seat belts and safety devices
First aid kit and fire extinguisher
Load security (if applicable)

3. Record findings and report any defects to Maintenance Staff immediately.
4. Do not operate vehicle until critical issues are rectified.

4.3 Routine Maintenance Checks

1. Ensure all vehicles undergo scheduled maintenance as recommended by the manufacturer.
2. Maintenance logs must be updated upon each service.
3. Any significant defects or incidents to be reported and evaluated for preventive measures.

4.4 Driver Qualification Requirements

1. Drivers must possess a valid and appropriate class of driving license.
2. Drivers must attend annual vehicle safety and defensive driving training.
3. Maintain records of qualifications, licenses, and training.

4.5 Load Securing Protocols



1. Verify load is within vehicle's legal capacity and appropriately balanced.
2. Use approved restraints and securing devices as needed.
3. Conduct a walk-around inspection to confirm load stability before departure.

4.6 Emergency Procedures

1. All vehicles must carry emergency contact details and instructions.
2. In event of breakdown, accident, or other emergencies:

Move vehicle to a safe area if possible.
Use hazard lights and warning devices.
Contact emergency services if required.
Report incident to the Transport Coordinator as soon as possible.

5. Documentation and Records
Transportation Log (record all trips and arrangements)
Vehicle Inspection Checklists
Maintenance and Repair Logs
Driver Licenses and Training Records
Incident and Accident Reports

6. Compliance
Adherence to this SOP is mandatory. Non-compliance shall be addressed as per company disciplinary procedures.

7. Appendix A: Sample Pre-Trip Vehicle Inspection Checklist

Item Status (OK/Defective) Comments

Brakes

Tires & Wheels

Headlights, Indicators

Mirrors

Windshield/Wipers

Seat Belts

Fluid Levels

Horn

First Aid/Fire Extinguisher

Load Security
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