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Standard Operating Procedure (SOP) – Receiving Packages
Dr. Reinhold Penner

Dr. Andrea Fleig

Queen’s Medical Center (QMC)

Queen’s Center for Biomedical Research (QCBR)

1. Purpose
This SOP describes the procedure for receiving packages that are delivered to the lab.
2. Scope
This SOP will be used by the research associates.
3. Definitions

Online Ordering Website for Updating:  http://10.95.1.8/ordering/index2.html
T = Toxic

C = Corrosive

F = Flammable

R = Radioactive

S = Select Agent

B = Biohazard

4. Procedure

1. Buzz (press 9) the delivery person (FedEx, UPS, etc.) into the lab when they call.
2. Meet them in the hallway to sign for the package.

3. Remove the packing slip and write your initials and the date received. 

4. Unpack the package and double check that all of the items on the packing slip have been received in good condition.

5. Put the received item(s) in its proper location.

6. Update the order on the Online Ordering Website. Click the Update button to save changes.
7. Newly arrived chemicals must be added to the inventory – be sure to select the location stored from the drop-down box and check the appropriate boxes if there are any hazards. Type in the date that it was added to the inventory database.
8. Packing slips go to the lab manager.

9. If known who placed the order, notify that person that their order has arrived.
