Standard Operating Procedure (SOP)

Route Management and Schedule Adherence Guidelines

Purpose:

This SOP defines route management and schedule adherence guidelines, focusing on optimizing delivery
routes, ensuring timely arrivals and departures, monitoring driver performance, and maintaining communication
protocols. The objective is to improve operational efficiency, enhance customer satisfaction, and minimize delays
by adhering to planned schedules and effectively managing transportation routes.

1. Scope

Applicable to all personnel involved in transportation operations, including planners, dispatchers, drivers, and logistics
managers.

2. Responsibilities

Route Planners: Develop efficient and realistic routes according to delivery requirements and constraints.
Dispatchers: Communicate schedules and route changes, monitor progress, and provide support.
Drivers: Follow assigned routes and adhere to scheduled stops and timelines.

Logistics Managers: Analyze performance data and implement improvements to processes.

3. Route Planning

1. Utilize route optimization tools to determine the most efficient paths based on distance, traffic, and delivery
windows.

2. Review routes daily and adjust for road closures, weather, and operational constraints.

3. Document planned routes and distribute to dispatch and drivers before each shift.

4. Schedule Adherence

1. Establish realistic departure, arrival, and delivery timeframes for each route.
2. Drivers must depart and arrive at designated locations as scheduled, barring unforeseen emergencies.
3. Anydelays or deviations must be immediately reported to the dispatcher.

5. Monitoring and Performance

1. Use GPS tracking to monitor vehicle locations and progress in real-time.
2. Maintain records of arrival, departure, and delivery times for each trip.
3. Review adherence and route efficiency weekly; investigate any variances and document root causes.

6. Communication Protocols

1. Drivers must maintain regular contact with dispatch, reporting issues such as traffic delays, breakdowns, or
emergencies as soon as they occur.

2. Use approved communication devices and channels.

3. Escalate unresolved issues to the logistics manager promptly.

7. Continuous Improvement

e Conduct periodic training for all personnel on route planning, time management, and communication.
e Solicit feedback from drivers and customers to identify improvement opportunities.
¢ Regularly review and update route management procedures.

8. Documentation and Records



1. Maintain records of routes, schedules, exceptions, and performance data for a minimum of one year.
2. Ensure all documents are accessible for audit and review.

Effective Date:
Next Review Date:
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