Standard Operating Procedure (SOP)
Bulk Packaging and Palletizing

1. Purpose

To ensure consistent quality and efficiency in the bulk packaging and palletizing process.

2. Scope

This SOP applies to all staff involved in the packaging and palletizing of bulk goods in the production area.

3. Responsibilities
e Operators: Execute bulk packaging and palletizing as per guidelines.

e Supervisors: Oversee operations and ensure compliance with this SOP.

Quality Control: Inspect packaging and palletized goods for compliance.

4. Equipment & Materials

Bulk packaging materials (bags, sacks, boxes, shrink wrap, etc.)

Packaging machines

Pallets (wood or plastic)

Pallet jack or forklift

Strapping tools

Labels and markers

PPE (Personal Protective Equipment)

5. Procedure

1. Preparation
e Check cleanliness and readiness of packaging area and equipment.

¢ Verify material and packaging against order specifications.

e \Wear appropriate PPE.

2. Bulk Packaging
¢ Inspect packaging materials for damage.

e Set up packaging machine with required settings.

Fill product into packaging up to specified weight/volume.

Seal packaging securely.

Apply labels with date, batch/lot, and product information.

3. Palletizing
¢ Inspect pallets for cleanliness and damage.

e Stack packaged goods in accordance with layout (see table below for sample pattern).

e Ensure weight is distributed evenly and stacks are stable.



e Secure the entire load using stretch wrap and strapping as needed.

e | abel pallet with identification and handling instructions.

4. Post-Operation
e Clean and store equipment.
e Document finished pallets in inventory records.
e Report any incidents or discrepancies to supervisor.
6. Sample Palletizing Pattern
Layer Number of Packages
1 10
2 10
3 10
4 10
7. Documentation

Bulk packaging batch records
Pallet labels and inventory logs

Inspection and incident reports (if any)

8. Safety & Precautions

Ensure correct manual handling techniques to prevent injury.
Inspect all packaging and palletizing tools before use.

Use PPE at all times.

. References

Company Quality Manual

Local safety regulations

10. Revision History
Version Date Description
1.0 2024-06-21 Initial Release

Stack Arrangement
Horizontal
Vertical (cross-stack)
Horizontal

Vertical (cross-stack)

Approved By
QA Manager
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