Home Living

PO. Box 502,

EDISON, NJ 08818

Phone: 732-205-1998

Fax: 732-205-1797

Delivery Team Guidelines

Driver:

Helper:

Week Of:

1) Routes

You must stick to the routes as presented by delivery schedule.  Under no circumstance should you alter your route unless speaking to me or the delivery department first.  Also, cell phones are provided to you.  If for some reason you are running later than the times specified on the scheduled, you must call the customer and let him/her and subsequent customers on the schedule know that you are running behind.  After each delivery, you must check in with someone on the call list to let them know that the delivery is finished so that subsequent times can be altered, if needed.  If the truck is not on delivery, but doing transfers, it is still imperative that the routes are followed and the driver must still check in after each stop.
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2) Merchandise

All merchandise that is put on the truck must be tallied with that on the delivery sheets.  The driver and the helper are solely responsible for the merchandise put on the truck.  No merchandise may ever be loaded on the truck without proper delivery ticket.  Also, merchandise must be stacked in the truck in such a way that it is not damaged during transit.  All floor samples must be properly tied and covered.  Also, all merchandise being delivered is to be assembled in the customer’s house unless otherwise stated on the delivery ticket or requested to be left unassembled by the customer.
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3) COD

All COD collected must be presented to the delivery department upon return of the delivery book.  Under NO circumstance should any money be taken out of the COD collected.  You must have the delivery department/office staff sign off on the delivery ticket that Home Living has received the COD.  The only form of payment that can be accepted as COD is CASH, MONEY ORDER, or CERTIFIED/BANK Check.  You may NOT take personal checks at the time of delivery.  Also, when checking in after each delivery.  You must have the accounting department make the payment when you have received cod.
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4) Paperwork

All paperwork must be complete.  The driver must sign the delivery ticket before leaving for the daily run.  After each delivery, the driver must have the customer sign on the delivery ticket.  If there are any damages or any service that is to be performed, the driver must clearly note down the type of damage and whether service or an exchange is required.  Also, you must ask the customer to fill out the Home Living questionnaire for EACH delivery.  Lastly, the driver is responsible for checking out the truck each day.  Any damage to the truck or traffic violations are the responsibility of the driver that last signed the truck out.
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5) Appearance & Attitude

The last communication that the customer has with Home Living is with the delivery personnel.  Thus, it is important to be polite and accommodating to the customer.  While in the customer’s house, you should make every effort to leave the customer’s house in a clean fashion.  If there are any problem’s that arise on the delivery, you should immediately call the delivery department or me and we will deal with the customer.
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6) Returns

If merchandise is being returned for any reason, damaged or because it does not fit, it should be brought back in original packaging.  Under NO circumstance should there be any merchandise brought back that is not properly wrapped.  RULE: if it goes in cardboard packaging, it MUST come back in cardboard packaging.  Do not slice open the cardboard by using a knife to remove merchandise anywhere on the box other than the area that is taped on the seams.
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7) Garbage
Home Living is responsible for taking back the furniture packaging materials from the customer’s house FREE of charge.  The only time that garbage may be left at the customer’s house is with customer’s written approval on the delivery ticket.  It is your responsibility to dispose off the garbage in the compactor at the Jersey Garden Mall.  This must be done at the end of the day upon returning the truck to the warehouse as long as the truck is returning before 9pm.  Also, the truck must be broom swept before being returned.
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8) Problems
If there are any problems on delivery, someone on the contact list must be contacted so that he/she is able to find a solution to the problem and/or make promises to the customer so that no merchandise is returned and the correct amount for COD is collected.  The delivery personal are not allowed to make any commitments to the customer regarding resolution of the problem.  You must call if something does not fit, or correct COD is not being paid, or if the customer is refusing part or complete delivery for whatever reason.
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9) Final
As long as one of the dock doors are open upon the truck return, merchandise or damages must be unloaded and brought back into the warehouse for inspection.  Fence must be closed and locked up once the truck is back.

     Mon                   Tues                 Wed                Thurs               Fri                      Sat                     Sun

	
	
	
	
	
	
	


