


A&A Machinery Moving, Bill of Lading Training Tool

Domestic

General Guidelines:

When customer is arranging for shipping, they should provide the bill of lading and sign as the Shipper,
their name should be listed as the shipper with the site's address. The Customer Release Form should  

have the Declared Value, Destination etc.

Item# Description

1
Shipment#: Put your initials in front of job# plus ".01" for 1st truck, ".02" 2nd truck etc. (this way  

we know who loaded truck

2

If customer's truck: Shipper must be shown as customer that is hiring A&A; address is the  

physical address where it's being shipped from. If A&A is arranging for shipping: A&A is listed  

as the shipper

3 Address as provided by customer or on Customer Release Form

4 List of items as loaded onto truck (ie 1st item on truck, 1st item listed on BOL); reference as  

many details possible (ie. Lot#, Ticket#, S/N). Note any damages, scratches if applicable

5 COD Fees if applicable along with A&A's address where check should be mailed to

6
These details should always be on BOLs, specified delivery schedule if applicable. Ask driver  

when he plans on delivering and write it on BOL

7
Must always be indicated, customer must provide details (if shipping from an auction- invoice  

mount is to be listed) When in doubt list "per customer"

8 Must sign

9
COD Fee is what the carrier charges for this service; Total Charges: refer to work agreement

10
FREIGHT CHARGES: If A&A is arranging, mark "Freight Prepaid"; if Customer arranging, mark  

"Collect"

11 Shipper is the customer's name hiring A&A (same as on line 2)

12 If customer's truck: put customer's company name (whenever available- have customer sign  

themselves), If A&A is arranging for shipping- A&A Employee Signature (of person loading)

13 Carrier's name (on top & Bottom), Driver's name and signature on bottom

14 Date load is picked up



See attached invoice



A&A Machinery Moving, Bill of Lading Training Tool

Intercontinental (Mexico / Canada)

Item# Description

1
Shipment#: Put your initials in front of job# plus ".01" for 1st truck, ".02" 2nd truck etc. (this way  

we know who loaded truck

2

If customer's truck: Shipper must be shown as customer that is hiring A&A; address is the  

physical address where it's being shipped from. If A&A is arranging for shipping: A&A is listed  

as the shipper

3 Address as provided by customer or on Customer Release Form

4
More details are required for customs clearance such as model, s/n, year, where the machine  

was made etc. (year and where it was made affect the tax rate for customer)

5 Customer's Custom's Broker Info (customer must provide as many details as possible)

6 These details should always be on BOLs, specified delivery schedule if applicable

7
Must always be indicated, customer must provide details (if shipping from an auction- invoice  

mount is to be listed) When in doubt list "per customer"

8 Must sign

9
FREIGHT CHARGES: If A&A is arranging, mark "Freight Prepaid"; if Customer arranging, mark  

"Collect" (this example indicates the customer is arranging for shipping)

10 If customer's truck: put customer's company name (whenever available- have customer sign  

themselves), If A&A is arranging for shipping- A&A Employee Signature (of person loading)

11 Carrier's name (on top & Bottom), Driver's name and signature on bottom

12 Date load is picked up





A&A Machinery Moving, Bill of Lading Training Tool

International

Item# Description

1
Shipment#: Put your initials in front of job# plus ".01" for 1st truck, ".02" 2nd truck etc. (this way  

we know who loaded truck

2

If customer's truck: Shipper must be shown as customer that is hiring A&A; address is the  

physical address where it's being shipped from. If A&A is arranging for shipping: A&A is listed  

as the shipper

3 Address as provided by customer or on Customer Release Form

4
More details are required for customs clearance such as model, s/n, year, where the machine  

was made etc. (year and where it was made affect the tax rate for customer)

5

Freight Forwarding Details: Booking# provided by freight forwarder who is arranging shipping  

for customer, they will also provide a Dock Receipt requesting these same details (all freight  

forwarders require an immediate copy of BOL & Dock Receipt once shipment is picked up)  

Record the time container arrived and the time it left.

6
Must always be indicated, customer must provide details (if shipping from an auction- invoice  

mount is to be listed) When in doubt list "per customer"

7 Must sign

8
FREIGHT CHARGES: If A&A is arranging, mark "Freight Prepaid"; if Customer arranging, mark  

"Collect" (this example indicates A&A is arranging shipping)

9
Shipper is the customer's name hiring A&A (same as on line 2) with A&A employee's signature

10 If customer's truck: put customer's company name (whenever available- have customer sign  

themselves), If A&A is arranging for shipping- A&A Employee Signature (of person loading)

11 Carrier's name (on top & Bottom), Driver's name and signature on bottom

12 Date load is picked up



Use your digression on how / when to take pictures. Due to time restraints, it may NOT be  

possible to take pictures of items secured and or tarped but ideally we would like them at all  

times.

Open Trailer (Flatbed, Step Deck etc): take pictures after the items are loaded & secured and  

when available; take pictures after the load is tarped.

Enclosed (Van, Curtain Side, and Containers): take pictures after each item is loaded &  

secured.

1: Bill of Lading: full picture including your initials and the truck load# (ie. AL12-1486.08)  

2: Picture of tractor trailer's door showing carrier’s DOT info, MCC# etc

3: License Plate

4-12: Break down the load into 4-5 sections as needed, beginning with the front of truck  

(driver’s side), over-lapping the pictures to ensure all items can be identified in the  

accumulated photos. After picture “8”, continue to the front of passenger side of trailer.

13: Take any additional pictures as needed to show any special blocking, bracing or items  

loaded ie. Pallet with 5 items on it.
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