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PURPOSE

[bookmark: _Hlk152677607]The objective of the Freight Delivery Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group to execute the delivery process. This SOP is intended to be used as a reference for all Mellets delivery activities.

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are executing the delivery process.

Day to day Driver procedure

1. Driver reports at Operations Supervisor area and refer to notice board for delivery schedule.
2. Operations Supervisor handover consignment documents to the driver:
· Load manifest
· Waybills
· Vehicle book
· PDA
3. Sign for the PDA scanner on the mobile device logsheet.
4. Complete debriefing check sheet.
5. Before departing for delivery, inspect the vehicle and complete the vehicle inspection sheet.
6. [bookmark: _Hlk143672411]Hand the vehicle inspection sheet to Operations Supervisor.
7. Discuss all the defects (if any) with the Operations Supervisor.
8. [bookmark: _Hlk143673000]Operations Supervisor sign on the vehicle inspection sheet.	
9. Ensure cargo is “ready for freight” before departure.
· Clearly and visibly labelled.
· The printing on the label must be clear.
· Correctly packaged to prevent in-transit damage.
· Quantity of parcels / pallets / boxes must correspond with consignment documents:
· Load manifest
· Customer invoice
· Waybill 
10. Secure the load on the vehicle.
11. Depart for delivery.
12. On arrival at the customer, hand in consignment documents to the customer.
13. Offload and confirm the quantity and quality of consignment with the customer.
14. Use PDA to offload scan all cargo.
15. Ensure customer signs on all consignment documents and on PDA scanner.
16. [bookmark: _Hlk152771391]Proceed to the next delivery location (if scheduled) and follow delivery process.
17. Upon arrival at Mellets branch, report to debrief station for debriefing.
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