
 

  

DOCUMENT HANDLING INSTRUCTIONS 
UPDATED: AUGUST 30, 2023 

FREIGHTX GROUP OF COMPANIES INC. 
105-134 KENNEDY RD. S. BRAMPTON, ON L6W 3G4  



DOCUMENT HANDLING INSTRUCTIONS 

U�liza�on of Mo�ve App for Document Transfers: 

As of September 01, 2023 we will be requiring drivers to upload documents in real �me on to their 
Mo�ve/Keep trucking app, this will assist in paperwork flow and ensure there are no issues with transfer 
of documents.  

 

The Following Documents will need to be uploaded in real �me: 

 

Trip Envelopes – Upon Arrival in Yard. Trip envelopes must be completed in full. A sample of completed 
documents is below. 

Fuel Receipts – Required a�er Fueling 

Cita�ons/Tickets – Immediately  

Signed Delivery – Upon Comple�on of Delivery 

Manifest – STAMPED ACI MANIFEST ONLY Sent upon arrival in the yard 

Expense Receipt – Upon comple�on of any transac�on 

 

Load documents received at pick up will con�nue to be e-mailed to Dispatch@freightx.ca for customs 
clearance.  

 

Seal Numbers 

Star�ng September 1, 2023 SEAL NUMBERS MUST BE NOTED ON THE TOP OF PAPERWORK AND 
SPECIFIED IF IT IS A COMPANY SEAL BEING USED OR A CUSTOMER SEAL.  

If u�lizing a company seal, operator is to note as follows: FX Seal No. ##########  

If u�lizing a shipper’s seal, operator is to note as follows: SH Seal No. ########## 

 

This is a requirement for C-TPAT and must be abided. If a shipper applies a plas�c seal, the driver must 
also apply a C-TPAT company seal and note both seal numbers on the paperwork 

 

 

 



Proof of Deliveries 

 

Only signed Bill of ladings or delivery notes will be acceptable proof of deliveries. Packing slips, or 
commercial invoices are not considered valid documents and will not be accepted. It is the operators 
responsibility to ensure that he/she receives a signed Bill of lading/Delivery Note. Failure to do so will 
result in chargebacks or denial of payment.  

 

Trip Envelopes 

Trip Envelopes must be completed in their en�rety. This requires the following Fields to be completed: 

 

- Start Point 
- Start Date 
- Trip # 1 
- Driver Name 
- Border Out 
- Finish Point 
- Return Date 
- Trip # 2 (If applicable) 
- Co-Driver (If applicable) 
- Border In 
- Truck # 
- Trailer #(s) 
- KM/MI Start 
- KM/MI Finish 
- Total Km/MI 
- Stops and comments during trip 
- Expenses (if applicable) 
- Fueling informa�on 
- Driver Signature 

***Failure to upload completed documents will result in delays in payment and trip processing*** 

 

 

 

 

 

 

 

 









Step 4: 

Select document type from list. 

  

 

 

 

 

 

 

 








