
SOP: Check-in Procedures and Necessary Paperwork
at Arrival
This SOP describes the check-in procedures and necessary paperwork at arrival, detailing the steps for verifying
identification, completing registration forms, collecting required documentation, and ensuring compliance with
organizational policies. The purpose is to streamline the arrival process, enhance security, and maintain accurate records
for all visitors and personnel.

1. Scope

This procedure applies to all visitors, contractors, and new employees arriving at the facility.

2. Responsibilities

Reception Staff: Oversee check-in process, verify documentation, and maintain records.
Security Personnel: Support ID verification and access control as needed.
Visitors/Arrivals: Provide necessary identification and complete all required paperwork.

3. Procedure

1. Initial Greeting
Greet the visitor/personnel promptly and professionally.
Ask for the purpose of the visit or arrival.

2. Verify Identification
Request government-issued photo identification (e.g., driver's license, passport, employee badge).
Ensure the ID matches the name on any pre-arrival list or expected visitor log.

3. Complete Registration Forms
Provide required registration/check-in forms (physical or digital).
Assist with completion as needed. Ensure all fields are correctly filled out:

Full Name
Contact Information
Visit Purpose / Department to Visit
Date and Time of Arrival
Signature of Visitor

4. Collect Required Documentation
Gather additional paperwork as required (e.g., NDAs, visitor agreements, vaccination records).
Ensure confidentiality and proper storage of all documents.

5. Issue Visitor Badge/Pass
Issue a temporary badge or pass, if applicable.
Review facility rules and access limitations.

6. Notifying Host Personnel
Notify the designated host or relevant department of the visitor's arrival.

7. Escort/Direct to Destination
Escort or direct the visitor to their meeting location, if required by policy.

8. Log the Check-in
Record all details in the visitor log (physical or digital), including time of arrival and departure if known.

4. Required Forms and Documentation



Document/Form Purpose

Visitor Registration/Sign-in Form Record all essential visitor details

Government ID Copy Verify identity and for audit/security

NDA or Security Agreement (if applicable) Protect proprietary/confidential information

Health/Vaccination Declaration (if required) Meet health and safety standards

Visitor/Temporary Access Badge Grant and control access within premises

5. Compliance and Confidentiality

Ensure all information is handled according to privacy and data protection regulations.
Retain records per organizational retention schedule.
Report any suspicious behavior or discrepancies to security management immediately.

6. Revision History

Version Date Description

1.0 2024-06-15 Initial release

Note: This SOP should be reviewed annually and updated as needed to comply with organizational and regulatory
changes.
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