
SOP: Order Staging and Delivery to Customer
Protocols

Purpose:

This SOP establishes order staging and delivery to customer protocols, detailing procedures for accurately
preparing, organizing, and verifying customer orders prior to dispatch. It covers staging orders in designated
areas, quality checks, packaging standards, scheduling deliveries, coordinating with logistics partners, and
ensuring timely and secure transportation. The objective is to enhance order accuracy, improve delivery
efficiency, and maximize customer satisfaction through streamlined staging and delivery processes.

1. Scope
This procedure applies to all staff involved in order processing, staging, quality control, packaging, logistics
coordination, and final delivery to customers.

2. Responsibilities
Warehouse Team: Order picking, staging, and preliminary checks.
Quality Control Team: Conducts final order audits and quality checks.
Packing Team: Ensures packaging adheres to company standards.
Logistics Coordinator: Schedules deliveries and communicates with logistics partners.
Delivery Drivers / Partners: Transport orders and obtain delivery confirmation.

3. Procedures
3.1 Order Staging

1. Print pick lists and verify order details.
2. Pick items from inventory and transfer to the designated staging area.
3. Segregate orders clearly using racks, bins, or labels to prevent cross-contamination or mix-ups.
4. Update the order management system to indicate staging completion.

3.2 Quality Checks

1. Cross-check each item and quantity against the order slip.
2. Inspect items for damage, defects, or discrepancies.
3. Document and resolve any issues before proceeding to packaging.

3.3 Packaging Standards

1. Use appropriate packing materials (boxes, tapes, padding) per product guidelines.
2. Seal and label packages clearly with customer information and any handling instructions.
3. Attach packing slips and shipping documentation securely.

3.4 Delivery Scheduling & Coordination

1. Confirm orders ready for dispatch in the order management system.
2. Schedule deliveries based on customer preferences and route optimization.
3. Coordinate with internal/external logistics partners, providing them with all necessary dispatch information.

3.5 Order Handover & Delivery

1. Supervise loading of packages onto delivery vehicles, ensuring package integrity.
2. Driver or partner conducts delivery per the assigned schedule.
3. Obtain delivery confirmation (signature or photo evidence) for each order.

4. Documentation & Records



Order pick lists and staging checklists
Quality control and packaging logs
Delivery schedules and confirmation receipts
Incident/issue reports (if any)

5. Review & Continuous Improvement
1. Review procedures quarterly for potential improvements.
2. Monitor key performance indicators such as delivery timeliness and order accuracy.
3. Implement corrective and preventive actions as needed.

6. Revision History

Version Date Description of Change Approved By

1.0 2024-06-15 Initial SOP creation Operations Manager
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