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Last-Mile Delivery SOP
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Last-Mile Delivery SOP

Use this template to document driver delivery workflow videos as a field SOP.

Template Metadata

Field
Category
Owner
Version
Effective Date
Review Cycle

Status

Route Start

Details

Logistics & Supply Chain

[Team or owner]

[Version number]

[Date]

[Monthly / Quarterly [ Annual / Event-based]

[Draft / In Review [ Approved]

Explain dispatch check-in, route download, package count, and customer notifications.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details Owner Status

[Describe the relevant detail, evidence, or [Owner] [Open/
decision] Complete]

[Describe the relevant detail, evidence, or [Owner] [Open/
decision] Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

file:///var/folders/4v/t4gyc96s7zb8t514_r57qgr40000gn/T/tmpguzmslfl/template.html

1/4



5/5/26, 2:42 PM Last-Mile Delivery SOP

Vehicle Check

List inspection, fuel or charge level, temperature control, cargo securement, and required supplies.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Delivery Steps

Document arrival, parking, package handling, customer contact, placement, and scan sequence.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Proof of Delivery

Describe photo, signature, ID, geofence, timestamp, and exception note requirements.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Last-Mile Delivery SOP

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Failed Delivery

Explain no-access, no-answer, wrong address, refused delivery, and weather handling.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Returns

Document pickup, failed delivery return-to-station, and damaged package handling.

Item

[Item or
requirement]

[Item or
requirement]

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]
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[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]
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Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Safety

Include driving, lifting, customer interaction, restricted area, and incident reporting precautions.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name Date Notes

Preparer [Name] [Date] [Notes]
Reviewer [Name] [Date] [Notes]
Approver [Name] [Date] [Notes]
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