	
	
	



[image: ]Handling Lab Deliveries in the Front Office
Standard Operating Procedure
Purpose 
	
	
	



To protect front office staff and ensure laboratory materials are safely received, tracked, and delivered to the appropriate laboratory.
SOP Number: 004		Effective Date:7/31/26
Procedure
1. Receive and inspect the package for visible damage or leaks.
2. If the package is damaged, leaking, has an unusual odor, or appears unsafe:
a. Do not open the package.
b. Isolate the package if it can be done safely.
c. Contact the Safety Coordinator immediately.
3. If the package is from a laboratory, scientific, or chemical supplier (e.g., Sigma-Aldrich, Fisher Scientific, VWR, Thermo Fisher) and the contents are not clearly identified:
a. Do not open the package.
b. Contact the intended laboratory or the Safety Coordinator for assistance.
4. If the package is clearly identified as non-hazardous office supplies or other routine materials, it may be opened and processed according to normal office procedures.
5. Laboratory personnel are responsible for opening packages containing chemicals, biological materials, compressed gases, hazardous materials, or specialized laboratory equipment.
Notes
· Never attempt to identify unknown chemicals by opening a package.
· When in doubt, do not open the package—contact the Safety Coordinator or the intended laboratory.
· Following this procedure helps protect staff, supports regulatory compliance, and ensures laboratory materials are properly tracked and delivered.
	
	
	



· 
☎ Questions? Contact the Safety Coordinator.
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