) LT Results

Process Name: Customer Deliveries

Number:

D1

Who is responsible for this task? Driver

List the position title

What is the brief description of the process?

Deliveries to customer locations

Why is it important to the company or the job?

To fulfill customers' orders and invoice

When do you do this process? (\What happens to tell you it is time to do it?)

Each morning at 7 am.

How is it done?

O

O

Clock in each morning at 6:30 a.m.

Go to truck and follow safety checklist. Note any issues. Sign & take to dispatch.

If truck issues, immediately contact maintenance to receive estimate on time for repair.

Report at 7:00 a.m. to dispatch.

Dispatch distributes list of delivery cards to drivers for the day with expected delivery times.

Take delivery cards to warehouse team.

Together we load deliveries as per expected offload delivery times.

Check each loaded delivery off warehouse master log for day.

When all loaded, warehouse and driver both sign warehouse master log with time completed.



N LT Results

Process Name: Customer Deliveries Number: D1

[ Alert Dispatch truck leaving base facility.
[0 Deliver to each customer location and designated time as stated.

[1 Professionally acknowledge customer receiving team and go to assigned dock for unload.

[0 Once unloaded, paperwork is signed by customer. Yellow copy to customer, pink copy to driver. Thank receiving team and
leave.

[0 Go to next delivery and follow delivery schedule for day. Follow step13 at each customer location.

[0 When empty. Return to base facility. Enroute fill up with fuel, using company credit card, and retain receipt.

[] Atbase, do end of day safety checklist on truck and record any maintenance needed.

[0 Take all paperwork to dispatch office. Put driver pink copies in box marked customer delivery sheets, put fuel receipts in
box marked fuel receipts, and end of day safety checklist in Maintenance for Trucks box.

[0 Clock out.

[0 Have agood evening.

What are the consequences to the organization when it is not done or not done properly?
e Potential costs incurred for damage on deliveries if not loaded properly.
e Lost revenue if deliveries not on time or in expected condition.
e Lost business if rude to customer staff.
e Lostrevenue if delivery receipts are not signed and returned for invoicing.

e Costs incurred if equipment not maintained properly.
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