@ BLUE STAR

Escort Paperwork Instructions

1. Print & Complete All Job Sheets
o Fill out every field on each form.
e Use full names—no initials.
¢ Incomplete paperwork may cause payroll delays.

2. Obtain the Delivery Order/Proof of Delivery Document
o After the off-load at the distribution center, the freight paperwork will be stamped, or a manager will initial the
documents to show proof that the load was delivered to the distribution center. Be sure to obtain a photocopy

of the paperwork to show Proof of Delivery (POD).

3. Submit Your Paperwork
e Email the completed Escort sheet and the Proof of Delivery documents to:
DFWinbound@bluestarsecurity.com, brad.norman@squadsecurity.com,
acucuzza@squadsecurity.com and_pdigiacomo@squadsecurity.com

e PDF format is preferred
o If you cannot send a PDF, make sure all pages are fully legible.

e For tracking purposes, please keep the subject line identical to the original email.

For incident reporting, please complete this form:


mailto:DFWinbound@bluestarsecurity.com
mailto:acucuzza@squadsecurity.com
https://app.smartsheet.com/b/form/019dcfad8ab17c589797314d884c26bf

@ BLUE STAR

MAXIMUM SECURITY ESCORT

DATE: FREIGHT FORWARDER: GATEWAY:
OJORD OJFK OLAX COBNA OIAH CIDFW
OOTHER

INTERNAL JOB #: CLIENT REFERENCE #:

ESCORT ORIGIN:

DELIVERY LOCATION(S):

WAREHOUSE REPORT TIME: SCHEDULED DEPARTURE TIME: ACTUAL TIME OF DEPARTURE:

TEAM INFO

OFFICER 1: PHONE #:

OFFICER 2: PHONE #:

TRUCK DRIVER #1: PHONE #:

TRUCK DRIVER #2: PHONE #:

REIMBURSEMENTS:

OFFICER 1 REIMBURSEMENTS:

GAS OR MILEAGE: MISC:
OFFICER 2 REIMBURSEMENTS:
GAS OR MILEAGE: MISC:

RENTAL CAR INFORMATION:

RENTAL CAR COMPANY: [CINational ClEnterprise [1Hertz [1Routes [1Other

RENTAL CAR RESERVATION #: RENTAL CAR TOTAL:

TRUCKING DATA:

LOAD #: BOL #: TRUCK #:
# OF PALLETS LOADED: BOLT SEAL #:
TRAILER PLATE #: TRAILER #:

TRAILER DESCRIPTION:

TRUCKING COMPANY NAME:

DELIVERY DATE and TIME: ARRIVAL TIME AT WAREHOUSE:

UNLOAD START TIME: UNLOAD FINISH TIME:

(Date and Time) (Date and Time)

A Freight Forwarder employee will provide a photocopy of the shipment paperwork when the trailer is loaded and sealed. If the paperwork is not
provided during the load out, make sure to obtain a copy of the shipment paperwork after the off-load at the delivery location which is usually a
Distribution Center (DC). After the off-load is complete at the DC, the shipment paperwork will be stamped (or a warehouse person will initial the
documents) to show Proof of Delivery. At the conclusion of your escort, please email the shipment paperwork and your receipts for the trip to your
gateway.




@ BLUE STAR

DELIVERY ESCORT NOTES

Please document below any incidents, issues, delays or administrative matters during the delivery escort
run, especially if your run ends up being a lot longer than anticipated. Proper documentation is crucial. If
the run ends up being delayed and is a lot longer than usual, your escort notes will help to explain the long
run time.

Examples - “The outbound truck arrived late to the warehouse and so the departure time was delayed
three hours; The warehouse was busy and there was a delay in loading the trailer; Very heavy traffic was
encountered on the return to Chicago (specify exactly where); There was an accident along the route
(specify where); One of the truck drivers had no CDL, so a replacement driver had to be assigned; There
was a mechanical issue with the truck — the tractor battery needed to be replaced; One of the trailer tires
blew out on Southbound I-65 at mile marker 290 and it took three hours to fix; We encountered bad
weather (heavy rain) on the return to Chicago near Acme, Indiana at mile marker 333 and we pulled over
for approximately 45 minutes,” ETC...




	MAXIMUM SECURITY ESCORT

	JFK: Off
	LAX: Off
	BNA: Off
	IAH: Off
	DFW: Off
	OTHER: Off
	undefined: 
	INTERNAL JOB: 
	CLIENT REFERENCE: 
	ESCORT ORIGIN: 
	DELIVERY LOCATIONS: 
	TRUCK DRIVER 1: 
	PHONE_2: 
	TRUCK DRIVER 2: 
	PHONE_3: 
	OFFICER 1 REIMBURSEMENTS: 
	 OF PALLETS LOADED: 
	BOLT SEAL: 
	TRAILER PLATE: 
	TRAILER: 
	TRAILER DESCRIPTION: 
	TRUCKING COMPANY NAME: 
	UNLOAD FINISH TIME: 
	SOW Date and Time: 
	EOW Date and Time: 
	TOTAL HOURS: 
	1: 
	2: 
	1_2: 
	2_2: 
	1_3: 
	2_3: 
	1_4: 
	2_4: 
	3: 
	1_5: 
	2_5: 
	FREIGHT FORWARDER: 
	DATE: 
	SCHEDULED DEPARTURE TIME: 
	WAREHOUSE REPORT TIME: 
	ACTUAL TIME OF DEPARTURE: 
	OFFICER 2: 
	OFFICER 1: 
	PHONE: 
	OFFICER 2 REIMBURSEMENTS: 
	OFFICER 1 GAS OR MILEAGE: 
	OFFICER 2 GAS OR MILEAGE: 
	OFFICER 1 MISC REIMBURSEMENT: 
	OFFICER 2 MISC REIMBURSEMENT: 
	Other: 
	RESERVATION #: 
	RENTAL TOTAL: 
	BOL: 
	TRUCK #: 
	LOAD #: 
	UNLOAD START TIME: 
	DELIVERY DATE AND TIME: 
	ARRIVAL AT WAREHOUSE: 
	ORD: Off
	NATIONAL: Off
	ENTERPRISE: Off
	HERTZ: Off
	ROUTES: Off
	OTHER RENTAL: Off


