Appendix M: Dock and ASN Compliance Pack — Make the First Hour Count
Purpose
The first hour of the day and the first hour of every trailer determine your day’s flow. This playbook defines how to manage vendor compliance, dock discipline, and first-hour accuracy. You can’t build velocity on a shaky receiving process—this system locks it down.
1. Vendor Requirements — Set the Rules, Hold the Line
1.1 Scheduling Standards
• Appointments confirmed at least 24 hours prior to arrival.
• Door assignments pre-set in the scheduling system.
• Two-hour delivery windows during peak season.
• Penalties apply for late or missed appointments (>$50 after 15 minutes).
• Repeat late vendors flagged for review after three incidents per quarter.

Supervisor Tip: Post a weekly appointment grid by vendor to visualize repeat offenders.
1.2 Documentation Standards
Every inbound must include a clean Advance Shipping Notice (ASN) transmitted 24+ hours before arrival.
Each ASN must include accurate quantities, descriptions, PO references, special handling instructions, carrier details, and container or pallet counts. ASN mismatches over 2% trigger vendor review.
Automation: ASNs feed directly into WMS or ERP via API, allowing pre-receipt validation and exception flagging before arrival.
1.3 Physical Receiving Standards
	Standard
	Requirement
	Failure Trigger

	Pallets
	48×40", <2,000 lbs, no overhang or damage
	Non-conforming or broken pallets

	Labeling
	Two adjacent sides, human-readable + Code 128 barcode
	Missing or incorrect label

	Condition
	Clean wrap, no broken boards, no unapproved double-stacks
	Safety hazard or rework

	Packaging
	Uniform cartons, edge protection, recyclable materials preferred
	Crushed or mismatched packaging


1.4 Packaging & Sustainability Guidelines
• Use uniform carton sizes where practical.
• No loose fill on mixed pallets.
• Edge protection required for fragile SKUs.
• Encourage recyclable and returnable materials.
• Sustainability scoring factored into annual vendor reviews.

Why it matters: Packaging quality directly affects dock throughput, damage rates, and customer satisfaction.
2. Compliance Tracking — Automate What You Can
2.1 Automated Monitoring
Modern compliance systems should run hands-off but visible:
• ASN validation through API integration with instant alerts.
• Photo documentation of violations.
• Vendor scoring dashboards updated monthly.
• Automated escalation notices to vendors below threshold.
All exceptions auto-log into WMS or vendor portal for traceability.
2.2 Escalation Process
	Issue Level
	Corrective Action
	Timeline

	First Violation
	Written notice + $50 chargeback minimum
	24 hours

	Second Violation
	Vendor call + 30-day improvement plan
	30 days

	Ongoing Noncompliance
	Partnership review or termination
	90 days


Vendors below 3.0 average score for 90 days trigger partnership review.
3. Vendor Scorecard Template
	Metric
	Definition
	Scoring Guide (1–5)
	Notes

	On-Time Delivery
	% of deliveries arriving within window
	95%+ = 5; 90–94% = 4; 85–89% = 3; <85% = 2
	Missed appointments flagged

	Packaging Quality
	Pallet/carton compliance with standards
	No issues = 5; minor = 4; recurring = 3; major = 2
	Include photo evidence

	ASN Accuracy
	Match rate of ASN vs. physical receipt
	100% = 5; 95–99% = 4; 90–94% = 3; <90% = 2
	Review API logs

	Comments
	Notes or recurring issues
	—
	List root cause and date

	Action Plan
	Corrective steps, owner, and deadline
	—
	Must be tracked in vendor portal


Supervisor Tip: Conduct quick scorecard reviews every Friday to catch trends early.
4. Results You Can Expect
When properly executed, this system delivers measurable results within 60 days:
• Unload times down 25%
• Dock-to-stock under 3 hours
• Near-zero receiving surprises
• Vendor accountability built into every shipment
It’s not just compliance—it’s consistency that drives speed.
5. Implementation Guide — Make It Stick
	Step
	Action
	Owner
	Timing

	1
	Review and align vendor expectations
	Supply Chain Manager
	Week 1

	2
	Update appointment scheduling SOPs
	Logistics Coordinator
	Week 2

	3
	Integrate ASN API and alert thresholds
	IT / WMS Admin
	Week 3

	4
	Roll out photo documentation tool
	Receiving Lead
	Week 4

	5
	Launch vendor scorecard reviews
	Procurement
	Ongoing


6. Field Tip
Your dock is the first filter for everything good—or bad—that enters the building. Treat it like airport security: fast, firm, fair, and consistent. When the first hour runs right, the rest of the day follows.
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