Peak Season Software Readiness Checklist ™M
The 60-day Runway Strategy for Couriers, 3PLs & Corporate Mailrooms meTGfOUF

SOFTWARE THAT DELIVERS

——

High volume Q4 peak season isn't won in November, it is prepared in August. Operating on legacy systems during volume
spikes leads to manual bottlenecks, carrier billing leakage, and broken SLAs. Use this operation checklist to evaluate your

dispatch, rate-shopping, and internal tracking workflows across the crucial 60-day implementation runway.

1.The 60-day Peak Season Implementation Runway

Phase Key Operational Focus Core Milestones & Deliverables

A Audit & System Selection Audit legacy bottl.enec.ks, map mutil-carrier API reqU|rement§, finalise
cloud software migration contracts (Metafour deployment window)
September  Integration & Configuration Conflg.ureioutomoted _rdte shopping, set .up Whlte—ldbel client portals,
establish inbound mailroom barcode logic & directory sync.
October Stress Testing & Training C.onduct end-to-end load tes.tlng, onboord.seosonol couriers and .
dispatchers on MetApp mobile software, simulate peak volume spikes.
Run automated dispatching, zero manual rate lookups, automated PoD

Nov - Dec Peak Execution & Automation ) ’ : . o
alerts, real-time SLA exception tracking, instant billing.

2.Courier & 3PL Operations Checklist

Focus: Dispatch efficiency, carrier rate automation, and driver mobile readiness.

KEY OPERATIONAL FOCUS TARGET OWNER AUDIT STATUS

Multi-Carrier APl & Rate Engine Readiness

Ensure real-time API connectivity with all secondary carriers (DHL, FedEx, last-mile
partners). Verify automated least-cost routing rules are set up to prevent manual rate
comparisons during rush periods

Logistics Operations Action Needed

Automated Dispatching & Dynamic Route Allocation .
o ) - : : Dispatch Manager
. Transition from manual dispatcher job assigment to automated zone and capacity Action Needed
batching. Verify jobs automatically match driver routes and proximity via mobile app
integration.

Driver Mobile Software & Hardware Deployment

- Audit all courier handheld devices and ensure MetApp driver mobile software is Fleet/ Operations Action Needed
installed. Test barcode scanning, photo proof-of-delivery (PoD), and offline signature
capture.

White-Label Client Booking Portal IT/ Client Success

. Provide B2B shippers self-service job creation, live rate lookup, and real-time tracking Action Needed
portals to eliminate phone and email support queries (“Where is my shipment?”)

Automated Invoicing & Surcharge Handling

. Configure automatic calculation of holiday peak surcharges, fuel surcharges, and wait-
time fees so billing is generated immediately upon delivery completion.

Finance/ Billing Action Needed




3.Corporate Mailroom & Facility Management Checklist

Focus: Internal last 100-yard chain-of-custody, dock intake, and recipient notifications.
DONE KEY OPERATIONAL FOCUS TARGET OWNER AUDIT STATUS

Loading Dock Logging & Rapid Scan Intake Mailroom Lead Action Needed

Ensure intake scanners process inbound carrier drop-offs in seconds. Test automatic
matching of tracking numbers against employee and department directories.

Automated Recipient Desk Notifications Facilities/ IT Action Needed

Verify system triggers instant email/ SMS alerts to staff upon parcel arrival at the receiving
bay, specifying pickup location or estimated desk drop-off window

Chain-of-Custody & Internal Handover Tracking Facilities Manager Action Needed

Establish mandatory digital sign-offs at every internal handover point (dock to trolley,
trolley to floor drop-zone, floor drop-zone to employee desk).

Smart Locker & Holding Bay Overflow Management Site Operations Action Needed

Configure automated reminder alerts for uncollected parcels after 24/48 hours ro prevent
receiving bay logjams during peak gift/ package surges.

4.Peak Season Readiness Scorecard & Action Plan

Completion Level Readiness Status Recommended Action Plan

80% - 100% Peak Ready Operations qre now. fully automated. Conduct final driver app dry-
runs and review holiday surcharge rates.

Manual friction points remain in rate-shopping or mailroom intake.
Initiates fast-track Metafour deployment before September.

Relying on legacy/ manual processes risks severe Q4 bottlenecks,
lost parcels, and margin erosion. Immediate software upgrade
required.

High Vulnerability

Don’t wait until October to fix your logistics tech

Metafour provides cloud courier software and mailroom tracking built for seamless, rapid deployment during the August Runway

Book your demo today ™M
metafour

SOFTWARE THAT DELIVERS

Metafour Ltd, +44 (0) 20 7912 2000 2 Bergham Mews, Hammersmith, London, W14 OHN


https://www.metafour.com/contact-us/
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