
Medical Courier Responsibilities Checklist
Here’s a detailed Medical Courier Responsibilities Checklist that can serve as a complete
guide for medical couriers to ensure they’re meeting industry standards and completing
essential tasks effectively.

#1. Pre-Trip Preparations

● Confirm all necessary documents: Ensure all shipping labels, manifests, and client
paperwork are in order.

● Check delivery orders: Verify details of each item to be delivered, such as contents,
temperature requirements, and priority level.

● Vehicle inspection: Check that the vehicle is clean, functional, and
temperature-controlled if necessary.

● Load safety check: Securely store all items to prevent movement during transit; check
straps and locking mechanisms.

● PPE and safety gear: Verify that necessary PPE (gloves, masks, etc.) is available for
handling sensitive medical items.

#2. Adherence to Compliance Standards

● OSHA compliance: Ensure all OSHA guidelines are followed, including safe handling of
hazardous materials if applicable.

● PHI and HIPAA protocols: Follow all necessary protocols to protect patient privacy,
including the handling of specimens and documents.

● Chain of custody procedures: Maintain proper documentation and tracking for each
item to ensure accountability.

#3. Item Handling and Loading

● Label verification: Double-check labels and packaging to confirm item type,
temperature needs, and handling instructions.

● Temperature checks: Verify that temperature-sensitive items are loaded in the
appropriate compartment or container.

● Fragile item handling: Use extra caution with delicate items like blood samples or
organs; label clearly as “Fragile” if necessary.



#4. Delivery and Drop-Off Protocols

● Route planning: Use GPS or pre-planned routes to minimize delivery time and avoid
delays.

● Client communication: Notify the receiving facility or client of the expected arrival time.
● Verify drop-off location: Confirm that you are delivering to the correct address,

department, or individual as required.
● Signature collection: Obtain a signature or other form of acknowledgment to confirm

delivery completion.
● Special instructions: Follow any additional client instructions, such as specific delivery

windows or secondary contact persons.

#5. Post-Delivery Documentation

● Log completed delivery: Record all delivery details, including recipient signature, time
of delivery, and any issues encountered.

● Mileage and fuel tracking: Log the mileage used per trip, along with fuel costs if
necessary for expense reporting.

● Feedback collection: Note any client feedback or concerns for potential improvements
in future deliveries.

#6. Emergency and Safety Protocols

● Emergency contact ready: Keep emergency contact numbers (dispatch, client, vehicle
maintenance) easily accessible.

● Protocol for delayed deliveries: Inform clients immediately of any delays and provide
estimated times for arrival.

● Specimen damage protocols: Follow procedures for handling damaged or
compromised items, including reporting to the client and arranging re-delivery if needed.

#7. End-of-Day Wrap-Up

● Inventory check: Make sure all items were successfully delivered; follow up on any
undelivered or pending items.

● Vehicle sanitation: Clean the vehicle as necessary, especially when transporting
sensitive medical items.

● Report submission: Submit daily activity logs, client signatures, and mileage reports to
management.

This checklist helps maintain the standards of accuracy, compliance, and professionalism
required for medical couriers. It also ensures a smooth workflow and enhances client trust
through meticulous documentation and clear communication.




