
SOP: Receiving Scheduling and Dock Appointment
Management
This SOP details the process of receiving scheduling and dock appointment management, including procedures for
coordinating deliveries, scheduling inbound shipments, managing dock assignments, communicating with carriers, verifying
shipment details upon arrival, and optimizing dock utilization. The goal is to streamline the receiving process, minimize delays,
improve operational efficiency, and enhance communication among warehouse, transportation, and logistics teams.

1. Purpose
To ensure efficient and effective management of inbound shipments and dock appointments, minimizing delays, optimizing
resource use, and supporting clear communication between all stakeholders.

2. Scope
This SOP applies to all warehouse staff, logistics personnel, and third-party carriers involved in the scheduling, management,
and execution of inbound shipments and dock activities.

3. Responsibilities
Warehouse Manager: Supervise receiving scheduling, dock management, and staff assignments.
Receiving Coordinator: Manage appointment scheduling, carrier communication, and dock assignments.
Logistics Team: Provide shipment information, update delivery status, and communicate exceptions.
Carriers: Submit appointment requests and provide timely updates on shipment status.

4. Procedure
4.1 New Delivery Request

1. Carrier or supplier submits a delivery request via approved platform (email, portal, phone).
2. Receiving Coordinator reviews shipment details: purchase order, bill of lading, expected arrival date/time, and special

requirements (e.g., temperature control, oversized loads).

4.2 Scheduling Appointments

1. Check dock availability for requested date and time.
2. Assign a suitable dock slot that matches shipment characteristics and operational priorities.
3. Confirm appointment with carrier/supplier and send confirmation details (dock number, time window, entry instructions).
4. Update scheduling system/log with appointment details.

4.3 Communication with Carriers

1. Send appointment confirmation and any specific site requirements.
2. If rescheduling or delays occur, promptly communicate changes to all stakeholders and update the schedule.

4.4 Pre-Arrival Preparation

1. Prepare assigned dock area for incoming shipment (clear space, assign personnel, gather equipment).
2. Ensure all required documentation and equipment are ready.

4.5 Arrival and Verification

1. Carrier checks in at designated entry point with appointment confirmation.
2. Warehouse staff verifies shipment against schedule, documentation, and dock assignment.
3. If discrepancies are found, escalate to Receiving Coordinator for resolution.

4.6 Unloading and Completion

1. Direct carrier to assigned dock.
2. Supervise unloading, ensuring compliance with safety and operational protocols.
3. Verify received goods against shipment paperwork.
4. Log completion of receiving process in system and release dock for next appointment.



5. Dock Utilization Optimization
Monitor dock usage and appointment trends to identify peak periods.
Adjust staffing and scheduling to balance workloads.
Use scheduling software or systems to minimize idle dock time and maximize throughput.

6. Documentation and Records
Maintain logs of all scheduled and completed appointments.
Archive delivery documentation as per company policy.
Document any exceptions or incidents for continuous improvement.

7. Key Contacts

Role Name Contact Information

Warehouse Manager [Name] [Phone / Email]

Receiving Coordinator [Name] [Phone / Email]

Logistics Supervisor [Name] [Phone / Email]

8. Revision History

Date Version Description Author

[YYYY-MM-DD] 1.0 Initial SOP Release [Author Name]
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