
© Cosmos Consulting, 2025. All rights reserved.



Table of Contents 
Why Logistics Trips Up Growing SMEs  4

Section I - Core Calculators  6

A. Dispatch Register	 
7
B. POD Tracker	 
9
C. Delivery Log Template	 
11
Bridging Note - From Three Sheets to One System	 
13

Section II - Visibility Tools  14

A. Route Planning Sheet	 
15
B. Dispatch Coordination Tracker	 
16
C. Delivery Feedback Log	 
17
Bridging Note - One File, Many Functions	 
18

Section III - Operational Discipline  19

A. Daily Dispatch Rhythm Sheet	 
20
B. Escalation Matrix	 
21
C. Carrier Performance Tracker	 
22

COSMOS Anchor  23

Your Next Move  25

Appendix - Practical Templates & KPI References	 27

© Cosmos Consulting, 2025. All rights reserved.



Trademark Notice: 

The COSMOS Ready Reckoner™, COSMOS 4S Systems Framework™, and COSMOS 5R Leadership 
Framework™ are proprietary tools developed by Chhavi Jain, Director, Cosmos Consulting. These are 
unregistered trademarks (™) and may not be copied, reproduced, or repurposed without explicit written 
permission. 

© Cosmos Consulting, 2025. All rights reserved.



Why Logistics Trips Up 
Growing SMEs 
Most SMEs believe production ends when the goods are packed. 

But the truth is, the customer’s judgment begins after that. 

That fragile space between “done” and “delivered” is where many good 
operations quietly lose trust, time, and repeat business. 

Not because the products fail, but because the process of delivery does. 

Here is how it usually unfolds: 

• No single point of visibility. 
Dispatches are tracked on WhatsApp, calls, and memory. One person 
“knows everything,” until they are off for a day, and then no one knows 
anything. 
By the time someone notices, the wrong consignment is already 
halfway across the city. 

• Paper trails that disappear. 
Proofs of delivery (PODs) live in files or glove compartments. Drivers 
lose them, accounts chase them, customers resend them. 
Payments get delayed, and the company blames “finance,” when the 
root issue is dispatch documentation. 

• Reactive coordination. 
Routes are decided on the fly. Vehicles are booked after the goods are 
ready, not before. 
When customers call to ask, “Where’s my order?”, the team scrambles - 
not because they don’t care, but because the system doesn’t show. 

• No rhythm, only urgency. 
Every day feels like an emergency dispatch. 
No two deliveries follow the same process. There is no standard cut-
off time, no defined communication pattern, and no post-delivery 
feedback loop. 
All hustle, no rhythm. 

• Invisible cost of inefficiency. 
Extra trips, missed loads, idle drivers, repeat follow-ups - all of it 
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erodes margins that SMEs already fight to protect. 
The founder sees revenue; the spreadsheet shows profit, but the 
dispatch team leaks both, one trip at a time. 

🟡  Through the COSMOS Lens 

Every dispatch problem is a systems problem wearing a logistics hat. 

The COSMOS 4S Systems Framework™ explains why: 

• Structure gives every delivery a defined start, hand-off, and 
confirmation point. 

• SOPs ensure drivers, stores, and accounts follow the same 
steps every time. 

• Systems, even a simple shared tracker, replace guesswork with 
visibility. 

• Scale follows naturally when customers trust that every order, 
big or small, will reach them on time and intact. 

Clarity at dispatch is not a luxury. 
It is the last mile of credibility. 
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Section I - Core Calculators 
If production is the heartbeat, dispatch is the bloodstream. 
It carries your work from completion to confirmation. 

But most SMEs treat dispatch as an afterthought: “Just send it out.” 
And that is where control quietly collapses. 
When every delivery is handled differently, clarity evaporates. 

The cure is not expensive software or GPS tracking. 
It is simple, structured visibility. 

The kind that tells you at any moment: what is gone, where it is, and what is 
pending. 

That is where these core trackers come in. 

Each one builds visibility into a part of your delivery flow: 

• The Dispatch Register captures every outgoing consignment. 

• The POD Tracker closes the loop between delivery and 
documentation. 

• The Delivery Log makes drivers accountable and data-driven. 

They are not just spreadsheets. 

They are daily habits, the kind that transform “Where is it?” into “Here is 
exactly where it stands.” 
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A. Dispatch Register 
The Basics 

The Dispatch Register is the simplest and most powerful tool in logistics 
control. 

It captures every outgoing movement in one clean sheet:  
	 	 	 who, what, where, when, and how. 

Typical fields: 
| Date | Dispatch No. | Customer | Order Ref | Vehicle / Driver | Items | Quantity 
| Mode (Own / Courier) | Destination | POD Status | Remarks | 

This single document becomes the daily anchor between production, 
warehouse, and accounts. 

When used right, it turns a dozen disconnected phone calls into one clear 
picture. 

In Practice 

• Manufacturing Setup: 
Production finishes, Stores packs, and Dispatch prepares 
shipments. Each dispatch entry links to an internal order or sales 
reference. Without this link, half the goods “on the road” remain 
invisible to finance until the month-end. 
 
➤ A shared Dispatch Register keeps the factory floor and front 
office aligned. 

• Retail/trading Setup: 
Multiple small orders, multiple couriers, frequent partials. Chaos 
thrives when staff depend on courier dockets and WhatsApp 
updates. 
 
➤ A central register, even a simple Excel sheet, prevents double 
dispatching, missed orders, or customers calling to say, “I didn’t 
receive mine.” 
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In both cases, the purpose is the same: 
✅  one master source, 

✅  one update rhythm, 

✅  one version of the truth. 

COSMOS Note (Pro Tip) 

Add a simple color-coded status: 

• Pending Pickup 

• In Transit  

• Delivered  

• POD Received 

That one column often replaces ten verbal updates. 

And if your operation is large enough, pair the sheet with a WhatsApp 
summary each evening: 
	 	 “Dispatched today – 7, Pending POD – 3.” 

It is not technology that creates trust; it is traceability. 
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B. POD Tracker 
The Basics 

A Proof of Delivery (POD) is more than a signature; it is the bridge between 
dispatch and payment. 

Until it is logged and verified, your delivery is technically incomplete. 

Typical fields: 
| Dispatch No. | Customer | Delivery Date | POD Received (Y/N) | Received By | 
Condition | Scanned Copy | Forwarded to Accounts | Remarks | 

This sheet ensures that every dispatched order ends with documentation, not 
doubt. 

In Practice 

• Manufacturing setup: 
Drivers hand over signed delivery orders, but copies get lost in transit 
or sit in glove compartments. Finance keeps chasing PODs while 
dispatch claims “we gave it.” 
 
➤ A shared tracker makes every delivery traceable and every missing 
POD visible. 

• Retail/trading setup: 
Couriers deliver directly to customers. PODs arrive via email or courier 
portal, often too late or incomplete. 
 
➤ By assigning a daily slot for POD follow-up (e.g. 4:30 PM), even a 
small team can close the loop systematically. 

Both setups share one truth: 

Without a visible POD chain, collections slow and credibility weakens. 
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COSMOS Note (Pro Tip) 

Set a daily POD follow-up rhythm, 15 minutes before the end of the day. 
It is small, but it signals a closure culture. 

Bonus habit: once a week, reconcile POD Tracker vs. Dispatch Register. 
The mismatches will tell you exactly where your operational blind spots hide. 

A consistent POD routine may not impress customers, but it will quietly 
impress auditors and accountants who prefer proof over promises. 
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C. Delivery Log Template 
The Basics 

The Delivery Log captures what happens after the goods leave your gate. 

It records the actual movement — timing, route, and on-ground issues — so 
you can track performance, not just dispatch counts. 

Typical fields: 
| Date | Vehicle | Driver | Route / Area | Start Time | Stop Time | Deliveries 
Done | Delays / Issues | Feedback / Remarks | 

This sheet becomes the memory of your logistics - proof of what really 
happened in the field when things go right, or wrong. 

In Practice 

• Manufacturing setup: 
Dispatch teams often assume “out = done.” But delays at checkpoints, 
wrong addresses, or customer unavailability can throw delivery times 
off by hours. 
 
➤ Capturing these in a delivery log helps identify recurring bottlenecks 
- a specific route, a driver habit, or a customer pattern. 

• Retail/trading setup: 
Frequent, smaller runs mean more touchpoints and more chances for 
miscommunication. 
 
➤  The Delivery Log acts as a daily dashboard for managers: 
“Which driver covered which area, how many drops, and what issues 
came up?” 

It is not about monitoring drivers, it is about managing flow accuracy. 
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COSMOS Note (Pro Tip) 

End every log with a short reflection field - “Lessons for next dispatch.” 
It sounds trivial, but it builds a learning loop. 

Patterns emerge: same delay on Route B, same feedback from Customer X, 
same packaging issue flagged thrice. 

And once you start seeing those patterns, you stop firefighting and start 
refining. 
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Bridging Note - From Three Sheets 
to One System 
By now, you have seen how the Dispatch Register, POD Tracker, and Delivery 
Log each handle a different slice of the delivery story. 

But in a growing SME, maintaining three separate files quickly turns discipline 
into duplication. 

That is why, in practice, these trackers work best as one integrated Logistics 
Master Sheet - a single view showing every order’s journey from packed → 
dispatched → delivered → closed. 

The logic stays modular, the system stays lean. Your team updates one 
sheet, not three, and yet, every stakeholder still sees what they need. 

| Date | Dispatch No. | Customer | Order Ref | Vehicle / Driver | Destination | 
Mode (Own/Courier) | Items / Qty | Route | Dispatch Time | POD Received (Y/
N) | POD Date | Feedback / Issues | Closure Status | Remarks | 

• Columns A–H → your Dispatch Register layer 

• Columns I–L → your POD Tracker layer 

• Columns M–O → your Delivery Log and feedback layer 

This way, one sheet gives you end-to-end visibility - from gate-out to closure - 
while still serving all three functions. 

You can even color-code: 

• 🟢  Dispatched & Delivered (Closed) 

• 🟡  POD Pending 

• 🔴  Issue / Escalated 

When visibility becomes continuous instead of fragmented, coordination 
naturally improves. 

That is the bridge from tracking to transparency, and it sets the stage for 
what comes next. 
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Section II - Visibility Tools 
Tracking shows what happened. 
Visibility shows why it happened, and what to do next. 

Once your Logistics Master Sheet is running smoothly, the next layer is not 
about more data; it is shared awareness. 

When production, stores, dispatch, and accounts all see the same version of 
truth, problems don’t hide; they surface early and get solved faster. 

That is the power of visibility tools. 
They turn raw tracking into coordination. 

Instead of working in isolation, production waiting for dispatch, dispatch 
waiting for transport, accounts waiting for PODs - every department sees 
movement in real time. 

Visibility tools don’t replace your trackers; they illuminate them. 

They show patterns across days, routes, and people - helping you plan 
smarter, not just record better. 

In this section, we will look at three practical tools that build that visibility into 
daily work: 

• Route Planning Sheet: to map deliveries before they move. 

• Dispatch Coordination Tracker: to synchronize departments 
and timelines. 

• Delivery Feedback Log: to capture learnings from every trip. 

Together, they turn your dispatch system from a record-keeper into a 
decision-maker. 

© Cosmos Consulting, 2025. All rights reserved.



A. Route Planning Sheet 

The Basics 

The Route Planning Sheet helps schedule deliveries before the vehicles move 
- ensuring every trip is logical, not just possible. 

Typical fields: 
| Date | Vehicle | Driver | Route / Area | Sequence of Drops | Estimated 
Distance (km) | Time Window | Priority Orders | Notes | 

It is the map your dispatch team should fill before the first truck rolls. 

In Practice 

• Manufacturing Setup: 
Deliveries are often planned ad hoc; whatever production finishes first 
gets dispatched first.  
The result: half-empty trucks, duplicated routes, and wasted 
kilometers. 
➤ A route plan consolidates deliveries going in the same direction and 
balances vehicle utilization. 

• Retail/trading Setup: 
Multiple couriers, small consignments, and high customer 
expectations make route chaos inevitable. 
➤ Even a simple route sheet, updated daily, ensures drivers or couriers 
are allocated optimally, not emotionally (“He knows that area”). 

COSMOS Note (Pro Tip) 

Create route codes - R1, R2, R3, and standardise them. 
 
You will instantly gain pattern visibility: which routes are busiest, where 
delays recur, and how often urgent orders override planning. 

And remember, every kilometer that is not tracked is quietly eating your 
margin. 
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B. Dispatch Coordination Tracker 
The Basics 

Think of this as your “Dispatch Control Tower.” 
 
It brings together information from production, stores, logistics, and 
accounts in one shared view. 

Typical fields: 
| Date | Order No. | Product | Packed Qty | Dispatch Mode | Vehicle / Courier | 
Pickup Time | Delivery ETA | Status | Remarks | 

In Practice 

• Manufacturing Setup: 
Production finishes first; dispatch scrambles later. Vehicles are called 
post-packing, and delays stack up before lunch. 
➤ A coordination tracker changes that rhythm; each department 
updates readiness in sequence, preventing pile-ups. 

• Retail/trading Setup: 
For businesses dispatching dozens of small parcels, this sheet helps 
consolidate shipments into time slots, morning pickups vs. evening 
pickups, instead of sending couriers randomly through the day. 

The goal is not more meetings; it is fewer surprises. 

COSMOS Note (Pro Tip) 

Fix two or three dispatch windows daily. e.g., 11 AM, 3 PM, 5 PM. 
Then build all activity around them. 

Predictable rhythm > endless urgency. 

Over time, this habit alone can lift efficiency by 20%, without hiring a single 
extra person. 
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C. Delivery Feedback Log 
The Basics 

The Delivery Feedback Log captures what happens after the order is received 
— both praise and pain. 

It keeps the delivery experience visible to those who can fix its root causes. 

Typical fields: 
| Date | Dispatch No. | Customer | Delivered By | Feedback Type (Positive / 
Issue) | Description | Action Taken | Closed By | Closure Date | 

In Practice 

• Manufacturing Setup: 
B2B customers often call dispatch or sales with feedback, but it rarely 
travels back to production or packing. 
 
➤ Recording it here makes feedback part of the system, not 
someone’s notebook. 

• Retail/trading Setup: 
Customer reviews, delivery complaints, and courier damages are all 
logged here, with the status of resolution. 
 
➤It helps differentiate between courier errors and in-house lapses. 

When tracked systematically, feedback becomes foresight. 

COSMOS Note (Pro Tip) 

Discuss the feedback log once a week with sales and operations together. 

You will start seeing small but powerful insights. e.g., 80% of late deliveries 
come from one carrier, or one packaging type fails more often. 

Visibility is not about data; it is about shared accountability. 
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Bridging Note - One File, Many 
Functions 
In the last two sections, we separated the tools into Core Trackers and 
Visibility Tools, not because they should live apart, but because they serve 
different levels of thinking. 

In practice, however, SMEs don’t need six different sheets. They need one 
Logistics Master Sheet - simple, filterable, and central. 

The division shown here is only for understanding. 

Each tool represents a function, but all six can comfortably exist in a single 
file with clear columns, filters, and views. 

Here is how it works in practice: 

• The Dispatch Register, POD Tracker, and Delivery Log form 
your data layer - capturing what happened. 

• The Route Planning Sheet, Dispatch Coordination Tracker, and 
Delivery Feedback Log form your visibility layer - interpreting 
that same data for patterns and improvement. 

When combined into one file, you avoid duplication, reduce stress, and build a 
smoother rhythm. 

Your team updates just one table daily and uses filters or pivot views to see 
dispatches by route, customer, courier, or feedback status. 

Think of it as one dashboard with many lenses: 

• Daily: What left, what is pending, what is closed. 

• Weekly: Which routes or drivers are causing delays. 

• Monthly: How delivery feedback or POD gaps are trending. 

That is how a single, well-structured sheet replaces half a dozen 
disconnected trackers and quietly brings discipline to your entire dispatch 
process. 
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Section III - Operational 
Discipline 
Once your Logistics Master Sheet is running smoothly, the next challenge is 
not data, it is discipline. 

You now know what is happening. 
The question is does it happen on time, every time? 

That is where operational rhythm comes in. 

Because even the best-designed sheet cannot save a team that works 
reactively. 

Without timing, ownership, and review habits, visibility turns into observation, 
not improvement. 

Operational Discipline is about building consistency into movement. 

It transforms dispatch from a series of daily rescues into a predictable, well-
timed routine. 

In this section, we introduce three simple but powerful management tools 
that keep logistics stable and stress-free: 

• Daily Dispatch Rhythm Sheet: keeps your day structured around fixed 
dispatch windows. 

• Escalation Matrix: defines who acts when something slips. 

• Carrier Performance Tracker: measures courier reliability with facts, 
not feelings. 

These tools don’t add work, they stabilise it. 

They are the reason some teams stay calm even when orders surge, while 
others panic before noon. 

Because smooth delivery is not about working faster, it is about working in 
rhythm. 
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A. Daily Dispatch Rhythm Sheet 
The Basics 

This sheet defines your day in time blocks — not by urgency, but by structure. 
It replaces “Let’s see how the day goes” with a predictable routine. 

Typical fields: 

In Practice 

• Manufacturing Setup: 
Dispatch often waits for production to finish before planning vehicles. 
By the time packing is done, couriers are full or gone. 
➤ A rhythm sheet keeps all departments in sync - everyone knows 
when dispatches go, not just that they go. 

• Retail / trading Setup: 
Smaller consignments can easily scatter the team’s focus. 
➤ A rhythm sheet gives structure to repetition: morning prep, mid-day 
pickup, evening closure. 
The same energy, finally directed with purpose. 

COSMOS Note (Pro Tip) 

Print the sheet, laminate it, and mark completion with physical ticks, visible 
discipline builds team habit faster than reminders. 

And don’t skip the 5 PM slot. 
That small closure ritual turns chaos into continuity. 

Time Slot Activity Owner Status Remarks

9:00 AM Vehicle booking & route 
confirmation Dispatch ✅

10:30 AM Packing confirmation with 
production Stores ✅

12:00 PM First dispatch window Dispatch 🚚

3:00 PM Second dispatch window Dispatch 🚚

5:00 PM POD follow-up & closure review Admin 🗂
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B. Escalation Matrix 
The Basics 

The Escalation Matrix defines who steps in when something slips. 
It makes accountability visible without needing confrontation. 

Typical fields: 

In Practice 

• Manufacturing Setup: 
When a delivery issue arises, calls start flying - “Who’s checking?” 
“Who’s informed?” 
➤ A simple escalation table prevents confusion and ensures delays 
get attention before they reach the customer. 

• Retail / trading Setup: 
For high-frequency dispatches, the risk is missed follow-ups. 
➤ A predefined escalation path keeps response time short and 
professional, not emotional. 

COSMOS Note (Pro Tip) 

Display this matrix where dispatch and accounts overlap near the POD desk 
or control board. 

Visibility itself creates accountability. 

Remember: Escalation is not blame; it is built-in recovery. 

Issue Type Threshold Notify Escalate To Final Owner

Courier delay >24 hrs Dispatch Logistics Head GM

POD not received >48 hrs Accounts Operations GM

Wrong delivery Immediate Logistics Quality GM
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C. Carrier Performance Tracker 
The Basics 

Your logistics partners are part of your system, not outsiders. 
This tracker evaluates carriers on data, not impressions. 

Typical fields: 
| Month | Carrier | On-Time % | Damages / Returns | POD Timeliness | Cost / 
km | Rating (1–5) | Remarks | 

In Practice 

• Manufacturing Setup: 
Carriers are often chosen by habit. One may be “the reliable guy,” 
another “the cheap one.” 
➤ Over time, this tracker reveals real trends who delivers on time, who 
loses PODs, and who quietly increases rates. 

• Retail / trading Setup: 
For e-commerce and courier-heavy operations, this tracker helps 
balance cost vs. reliability. 
➤ It is your negotiation tool showing carriers that you measure what 
matters. 

COSMOS Note (Pro Tip) 

Review this sheet quarterly. 
Reward consistent carriers; rotate underperformers. 

You will be surprised how quickly reliability improves once vendors know you 
are tracking performance, not promises. 

© Cosmos Consulting, 2025. All rights reserved.



COSMOS Anchor 
How Delivery Clarity Builds Trust 

Every delivery carries more than goods it carries your reputation. 

For customers, the real “delivery” isn’t the carton; it is the experience of 
receiving something exactly as promised. 

When dispatches are late, untracked, or confusing, customers stop believing 
in your process, even if your product is excellent. 

But when delivery runs like clockwork, it sends a quieter, stronger message:	
	 “We respect your time. We respect our system.” 

That consistency becomes trust the most profitable currency in any SME. 

In Practice 

• Manufacturing Setup: 
A buyer placing repeat orders doesn’t do it because you are the 
cheapest. They do it because your deliveries arrive complete, on 
schedule, with clean documentation. 
➤ Reliable dispatch turns a supplier into a partner. 

• Retail / trading Setup: 
Customers often forgive stockouts but rarely forgive uncertainty. 
A timely update, a shared tracking link, or a proactive call builds more 
goodwill than discounts ever can. 

Delivery clarity is not logistics excellence, it is customer reassurance, 
engineered. 

COSMOS Note (Pro Tip) 

Under the COSMOS 4S Systems Framework™: 

• Structure defines who owns each dispatch step. 

• SOPs ensure the same process runs daily, even when staff 
change. 
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• Systems keep visibility alive: shared trackers, time slots, 
summaries. 

• Scale follows naturally when customers trust that reliability. 

Clarity at dispatch is leadership in action. 

It is how good businesses quietly grow into dependable brands. 
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Your Next Move 
From Dispatch Chaos to Delivery Rhythm 

Dispatch chaos rarely comes from laziness. It comes from invisibility. 

No one intends to lose a POD, delay a truck, or confuse a delivery. 
But when the system depends on reminders instead of rhythm, even good 
teams look disorganised. 

The fix doesn’t start with GPS tracking or courier apps. 
It starts with clarity knowing exactly what is leaving, when, and what’s 
pending closure. 

When you turn that visibility into habit, something powerful happens: 
issues become exceptions, not the norm. 

That is when your logistics shifts from follow-up to flow. 

In Practice 

• If you are a manufacturing SME: 
Start with the Dispatch Register and POD Tracker. 
Link them to your production plan and invoice list. Within a week, you 
will see where information breaks; that is your first fix. 

• If you are a trading / retail operation: 
Begin with the Route Planning Sheet and Delivery Feedback Log. 
These will reveal time drains and courier reliability instantly. 
Once you see your bottlenecks, the rest of the system practically 
writes itself. 

Small wins in dispatch clarity often have the biggest ripple effect: faster 
collections, calmer teams, happier customers. 

COSMOS Note (Pro Tip) 

Start with one rule: 

“No delivery leaves without an entry and no day ends without a closure.” 
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Build your 4S rhythm around that: 

• Structure assign clear ownership of dispatch, POD, and follow-
up. 

• SOPs define the 3–5 steps every shipment must follow. 

• Systems keep shared visibility, not personal notes. 

• Scale watch how reliability builds customer trust (and 
referrals) faster than sales calls ever could. 

The goal is not perfection. 
It is predictability. 

That is how you move from dispatch chaos to delivery rhythm: one tracker, 
one habit, one clear day at a time. 
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Appendix - Practical Templates & 
KPI References 

1. Sample Delivery Sheet (Basic Template) 

Use this as your daily record or printout for driver handovers. 

| Date | Vehicle No. | Driver | Route / Area | Dispatch Nos. | Customer | Qty | 
POD Status | Remarks | Signature (Driver / Receiver) | 

Tip: Keep printed pads of this sheet near your dispatch bay. 
The faster you can document, the faster you can close the day. 

2. Suggested KPI Metrics for Logistics & Dispatch 

KPI Formula
Target 

Benchmar
k

Purpose

On-time 
Delivery Rate

(Deliveries on time ÷ Total 
Deliveries) × 100 ≥ 95% Measures reliability

POD Closure 
Time

Avg. time from delivery to 
POD received ≤ 48 hrs Monitors 

documentation lag

Dispatch 
Accuracy

(Deliveries without error ÷ 
Total Deliveries) × 100 ≥ 98% Tracks correctness 

of consignment

Vehicle 
Utilisation

(Actual load ÷ Vehicle 
capacity) × 100 ≥ 80% Prevents half-empty 

runs

Delivery 
Feedback 
Closure

(Issues resolved ÷ Issues 
logged) × 100 ≥ 90%

Keeps service 
responsiveness 
visible
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Tip: Review these metrics monthly with your operations and finance heads. 
They reveal not just logistics efficiency but team discipline. 

3. COSMOS Reminder: The Golden Loop of Delivery Clarity 

1. Record every dispatch. 

2. Track every POD. 

3. Log every feedback. 

4. Review every delay. 

5. Refine every route. 

Do this consistently for 30 days and your dispatch team will no longer 
manage logistics, they will master it. 

Closing Line 

Smooth delivery is not luck. 
It is structured follow-through. 
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