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INTRODUCTION

Depending on the needs of your outlets and your teams, 

managing the fulfilment and distribution of point of sale 

(POS) material can be challenging.  

To maintain your brand image, you need consistent and 

professional materials and messaging in place at each 

location, and to have coordinated timing of updates and 

seasonal variations. It is often particularly complex where 

there are multiple sites that might have different 

requirements.  

Most large multi-site organisations and retailers choose to 

outsource their fulfilment needs rather than manage 

everything in house, but there are still some things that 

need to be carefully considered:  

• What information does the fulfilment partner need? 

• Can the fulfilment partner meet your needs as they 

evolve? 

• How can you co-ordinate everything to make sure it 

goes smoothly?  

We discuss common challenges faced by large businesses 

throughout their POS fulfilment journey, addressing many 

of the issues that cause marketing service managers to 

struggle with the effective fulfilment of their multi-site POS 

materials.  

  



PLANNING & TIMESCALES

A clear timeline and understanding of your 

update/refresh cycles is the starting point for planning 

multi-site POS fulfilment. It is helpful to have this planned 

out a year in advance and updated at least quarterly.  

This plan will become one of the cornerstone documents 

in the relationship with your fulfilment company.  

Your service provider will need to have a full 

understanding of your timescales and delivery 

requirements. Is there a requirement for ad-hoc call-off 

from stock of POS material by local managers to replace 

damaged or used materials?  

By having this planned well in advance they can schedule 

the required resources and can also work with you to 

plan everything that needs to happen before they even 

receive stock. 

For each part of your cycle or campaign the fulfilment 

company will need to know:  

The deadline for the delivery to your sites: 

This date may coincide with factors such as staff training, media 

schedules and new product delivery. It’s likely to be the only 

immovable date in the whole POS fulfilment exercise.  

It’s crucial that your fulfilment company is aware of these delivery 

deadlines, so they can schedule the work accordingly and ship the 

finished consignments via an appropriate carrier service. 

When each element is to be delivered to the them:  

Artwork changes and printing and/or finishing issues frequently 

mean that collateral is delivered later than originally intended. The 

fulfilment company needs to know exactly what is being delivered 

when and must be kept in the picture should any timings change.  

Having some items delivered ahead of others may help but often 

it’s the delivery date of the last item that determines when the 

fulfilment company can start work. They will need to know 

estimated volumes and the size of each delivery to ensure 

storage capacity is available.



SITE INFORMATION DATABASE

The site information database ensures that the right POS 

material gets to the right place at the right time. The 

database needs to be kept updated and shared with your 

fulfilment partner.  

 

The information required will include: 

• Site address 

• Site restrictions and access arrangements 

• Site personnel and contact information 

• Type/category of site 

Where this may determine the POS materials that they 

require (e.g. different branding, volumes of material, poster 

frames / display sizes etc.) 

• Site storage arrangements 

In cases where this is very limited it might make sense to 

make the delivery of items just-in-time to avoid them being 

damaged or causing operating difficulties at the site before 

they are needed. 

• New and closing locations 

This information should be shared well in advance as new 

locations may need a larger range of items delivered. 

Obviously, it’s important not to attempt delivery to closed 

locations!



UNDERSTANDING CONSIGNMENTS

Understanding your Consignments 

Well in advance of collating materials for the actual 

deliveries, your fulfilment company will need to calculate 

the size (no. of parcels), weights and dimensions of the 

consignments to be sent to your sites. Preparing sample 

packs will help to ensure there is a clear understanding of 

the resources, timescales and packaging materials 

required.  

This will also highlight the configuration of the 

consignments (single parcel vs. multi-parcel) which may 

also influence the selection of the shipper/carrier. 

 

 

 

 

 

Scale of Complexity 

Understanding the complexity (or not) of the packing and 

assembly process is also crucial and should be addressed 

as early as possible in the planning stages.  

The allocation of POS material on a tailor-made basis (so 

each site receives precisely what they need) will take more 

time and cost more in assembly and packing than sending 

a standard allocation to all sites. The trade-off is the 

potential saving on materials.



INVENTORY PLANNING 

Planning inventory is an indispensable part of the process 

and goes beyond the requirements of an initial 

distribution.  

There should always be a buffer stock to account for 

damaged and/or lost consignments.  

In addition, some items may have a shorter lifecycle and 

may need to be replaced or replenished. In these cases, it 

may be helpful to maintain a stock with your fulfilment 

partner that can be called off by local managers as 

needed. 

There are also the key timing considerations - if there are 

complex kit assemblies then scheduling the various 

components to arrive in good time for them to be 

collated will be important – especially where there are 

potential delays in printing or finishing but immovable 

delivery deadlines. 



CO-ORDINATION WITH CARRIERS

The co-ordination with carriers – your own preferred 

carrier or your fulfilment partner’s – is typically managed 

directly by your service provider. The more information 

they have in advance to plan this, the less likely there are 

to be issues that impact your sites receiving everything 

they need at the right time.  

  

The fulfilment company will need to liaise with the carriers 

regarding: 

• The weight and size of the consignments (to arrange 

the requisite resources to collect the goods) 

• The accurate database of locations (in particular to 

understand any potentially problematic addresses, 

e.g. Highlands and Islands) 

• Clear understanding of the delivery deadlines and 

POD requirements  

• Clear and effective communication with the carriers 

will give you the best possible chance of having your 

distribution run to schedule.

  



INTERNAL FACTORS

Your internal team can play an important part in the 

success of your multi-site collateral management. Your 

local staff may need guidelines and/or training on what 

needs to be done with the collateral when it arrives. They 

also need to know the communication channels if there 

are any issues, such as missing or damaged items. 

You’ll also want to ensure that there are appropriate 

arrangements made for extra waste from packaging 

materials and for the disposal of any items that are being 

updated.  

 

 

 

 

 

CSR  

Customers consider more than quality goods and services 

when choosing a brand. Many are now paying particular 

focus to corporate social responsibility (CSR), and holding 

businesses accountable for effecting social change with 

their business beliefs, practices and profits.  

For POS distribution this can mean replacing any plastic 

(e.g. bubble-wrap) packaging materials with recyclable 

paper-based substitutes. Finding a provider who can 

support this will support your CSR agenda. 

It is also worthwhile considering the recycling of POS 

materials when they expire - both in choosing the types of 

materials and disposing of items responsibly.



ASSESSING SUPPLIERS

You may have an existing fulfilment partner, be looking to 

use one for the first time, or be considering a change.  

So, when choosing to outsource your POS fulfilment, 

there are questions you’ll want to ask to ensure you 

experience the best possible service.  

This decision-making process should see that you 

consider each of the following: 

Managing Complexity 

How will they manage the scale, frequency and complexity 

of the activity?  

Experience 

Do they have the right experience, track record, client list 

and training? 

Their Facilities  

• Storage 

Do they have sufficient space to handle your 

requirements? Will the material be held in a clean, dry 

and secure environment? Is the storage area safe and 

well-organised?  

• Collation and Assembly Areas 

If kits need to be assembled or items collated into 

packs, where will this be completed? Does the layout 

enable it to be undertaken efficiently with all relevant 

packing materials on-hand to ensure that the materials 

are protected and arrive in pristine condition? 

  



Their Team

• Account Management 

Who will manage your account and ensure that your 

needs are met and translated into detailed operational 

procedures that their team can follow. Similarly, who 

will manage co-ordination and liaison with 3rd parties 

such as printers and carriers 

• Customer Services 

Will they manage queries from your sites and any 

issues with delayed or damaged items? 

• Pickers, Packers and Assemblers  

These are the people at the sharp end of delivering the 

service for you and can make a huge difference. Are 

they vetted and are you confident that they are going 

to take appropriate care with your materials and get 

packing and assembly right first time? 

• Staffing 

How do they cope with seasonal peaks and troughs? 



CONCLUSION 

Organisations invest significantly in the design and 

production of POS material and it is essential that it arrives 

in good condition at the right locations, at the right time. 

By addressing the areas outlined in this guide you can 

ensure your collateral is delivered effectively across your 

multiple locations. 

This requires thought and preparation well in advance, 

along with detailed communication with the right 

fulfilment company who can meet your needs and with 

whom you can develop a highly effective long-term 

partnership.



ABOUT EC GROUP

EC Group has developed a reputation as one of the foremost handling houses in the UK, holding contracts with some of 

the UK's largest organisations. 

Operating on a four-acre site located thirty minutes from 

the City of London, we provide all the facilities, 

connectivity and systems to support a range of fulfilment 

and distribution activity from one-off mailings and 

campaigns through to ongoing, long-term fulfilment 

contracts.  

With ISO certifications covering Quality (9001), 

Environmental Management (14001) and Business 

Continuity (22301), we offer a wide range of Customer 

Service and Response Handling, Marketing 

Communications, Print, Fulfilment and Logistics services to 

a diverse client base including corporate, public sector, 

agency and charitable organisations.  


