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TRADE SHOW CHECK LIST

	1.
	
	· Pick-up Information Reviewed

	
	
	

	2.
	
	· Pick-up Information Verified with Customer

	
	
	

	3.
	
	· Freight Dispatched

	
	
	

	4.
	
	· Confirm Information Acknowledged by Origin Station

	
	
	

	5.
	
	· Confirm Pick-up Scheduled

	
	
	

	6.
	
	· Driver at Pick-Up Location at Correct Time Verified

	
	
	

	7.
	
	· Freight Pick-up Confirmed at Station Location

	
	
	

	8.
	
	· Correct Routing Information Confirmed

	
	
	

	9.
	
	· Freight On-Board Flight to Destination Confirmed

	
	
	

	10.
	
	· Delivery with Destination Station Set-up

	
	
	

	11.
	
	· Freight Recovered at Destination Station Confirmed

	
	
	

	12.
	
	· Freight Enroute to Consignee Confirmed

	
	
	

	13.
	
	· Customer Advised of Status

	
	
	

	14.
	
	· Proof-of-Delivery Obtained Same Day of Delivery

	
	
	

	15.
	
	· Customer Advised of Proof of Delivery

	
	
	

	16
	
	· Contact Person & Phone Number At Install / Dismantle Desk
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