Implementation checklist

This supporting resource provides a checklist outlining the key activities to ensure successful
implementation of logistics services.

Phase 1: Pre-Implementation Planning

¢ Project Kick-off Meeting

— Schedule Date

— Responsible Party

— Purpose: Align stakeholders, define objectives, and set expectations
e Resource Allocation

— Completion Date

— Responsible Party

— Tasks: Assign roles, allocate necessary resources, and establish communication channels
¢ Risk Assessment and Mitigation Plan

— Due Date

— Responsible Party

— Action: Identify potential risks and develop mitigation strategies

Phase 2: System and Process Integration

e Technology Integration Setup

— Target Date

— Responsible Party

— Tasks: Configure and test IT systems (WMS, TMS) for integration
¢ Data Exchange Protocols Establishment

— Completion Date

— Responsible Party

— Details: Set up data sharing protocols and ensure data security measures
e Operational Process Alignment

— Deadline

— Responsible Party

— Activities: Align operational processes with the logistics service provider

Phase 3: Training and Knowledge Transfer

e Staff Training Sessions

— Schedule

— Responsible Party

— Content: Conduct training on new systems, processes, and protocols
¢ Knowledge Transfer from Provider

— Due Date
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— Responsible Party
— Scope: Transfer essential knowledge and best practices from the provider

Phase 4: Implementation Execution

e Service Launch

— Launch Date

— Responsible Party

— Checklist: Ensure all systems and processes are operational and tested
* Progress Monitoring and Reporting

— Frequency

— Responsible Party

— Method: Regularly track progress against the implementation plan and report to stakeholders
¢ Issue Resolution Mechanisms

— Ongoing

— Responsible Party

— Approach: Address and resolve any operational issues promptly

Phase 5: Post-Implementation Review

¢ Performance Evaluation

— Review Date

— Responsible Party

— Criteria: Assess the effectiveness of the logistics service against set KPIs
¢ Feedback Collection and Analysis

— Collection Period

— Responsible Party

— Objective: Gather feedback from internal teams and the logistics provider
e Continuous Improvement Plan

— Development Date

— Responsible Party

— Plan: Develop a plan for ongoing improvements based on feedback and performance data
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