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· Pool Trailers put into the Pool Trailer program to have GPS tracking on them
· Pool Trailers to include: 250 pads, 15 straps, 10 bars, 1 set of walk-boards and 3 sheets of plywood
· Agents are to leave the equipment on the trailer unless specifically told by Atlas Operations to remove certain items
· On supplied pool trailers, agents to provide: trailer number, serial number, licence plate number,  pictures, ownership info, safety dates and other relevant information
· Agents to complete a walk-around when receiving the trailers and immediately advise Atlas Operations of any damages/ leaks in the trailer
· When a shipment is selected to go on a pool trailer, Atlas Ops will send out an email, with as much notice as possible, to advise the OA and DA about assigning the shipment to a Pool Trailer
· Atlas Operations will work with the DA to select a delivery date within the TTG – please let Atlas Ops know of your preferred delivery date ASAP after receiving the email
· Some days within the TTG may not be available for delivery due to transit time of the trailers or because of multiple shipments on the trailers – when this is the case, Atlas will provide as much notice that those days are unavailable
· Atlas Operations will send the dispatch tickets for each trip on a Pool Trailer to the owner of said Pool Trailer
· Atlas Operations will aim for between 20,000-25,000lbs per trip on a Pool Trailer
· If a Pool Trailer ends up with less than 20,000lbs on a trip, Atlas Operations will address with the owner of said Pool Trailer as to why that happened at the time of occurrence
· Be prepared to have the trailer return to your secured yard after loading/ delivery, Atlas Operations will arrange to have the trailer picked up as soon as possible
· When trailers are not in use and parked in a yard, please ensure they are locked and secured
· Pin-Locks and door locks to be used on trailers that are unable to be left in a gated yard
· Atlas Operations and Connect Logistics will book the transport of the Pool Trailers between agents and from Origin to Destination and track the trailer along route to ensure it remains on schedule

Origin Loading
· 3rd party Carriers/Drivers are “no touch” so they do not perform pack/unpack, loading or unloading and do not interact with shippers
· Origin agent must power trailer to residence
· Origin agent must supply appropriate crew to tag, list and load the trailer
· Atlas Operations will communicate the Trailer Number with the Agent
· Origin agent must complete and submit Alternative Hauling Control sheet – A $50 penalty may be assessed if the agent fails to return the Control Sheet
· Origin agent must take picture of empty unit prior to loading showing equipment, regularly throughout the loading process (every 6-8 feet) and at the completion of loading (scan those photos into images in CMS and add a message to pre claim move that it has been completed)
· Origin Agent to ensure the trailer gets loaded tight in order to get ensure all assigned shipments are able to get loaded (there may be additional shipments to load on the trailer after loading your shipment)
· Once loading has been completed, let Atlas Operations know approx. how much room is left on the trailer
· Origin agent must scale and follow all scale rules fuel tanks full same scale etc., scanning scale tickets into images and sending originals to Atlas (Govt shipments over 7000lbs excepted)
· Origin agent must scan copies of all shipping documents into images within 48 hours of the shipment being loaded
· Origin agent is responsible in ensuring load times are set up and communicated with shipper and that an appropriately sized crew is scheduled to complete the loading process in a proper manner
· Origin Agent to secure the all trailer doors with seals and record the seal number of the Control Sheet
· Origin Agent is responsible for ensuring that upon completion of loading the trailer is sealed and record the seal number on the Alternative Hauling Control Sheet
· With COD orders, bills need to be extended at the completion of the loading and origin scaling process, shipper notified and collect if possible
· Atlas will aim to have the trailer at origin 1 day prior to loading 
· If for any reason the trailer will not arrive 1 day prior to loading – Atlas Operations will provide as much notice as possible to the agent
· Please let Atlas Operations know if the shipment will require a 2-day load prior to the loading date (on shipments over 14,000lbs)
Destination Unloading
· 3rd party Carriers/Drivers are “no touch” so they do not perform pack/unpack, loading or unloading and do not interact with shippers
· Destination agent must Power trailer to residence
· Destination agent must ensure delivery time is set up with the shipper, a minimum of 24 hours in advance, and communicated with shipper and have appropriate size crew scheduled for the proper unloading of the shipment.
· If the shipment is a government order ensure to reach out to the correct contact to get delivery approval
1. If DND reach out to the base directly
1. If RCMP or CRS reach out to AVAIL team govtrequest@atlasvanlines.ca
· If COD, make sure bills are extended and confirm if payment has been collected, and if not, collect before delivering the shipment
· Ensure shipment is reweighed as may be required 
· Destination agent must take picture of loaded shipment prior to unloading, regularly throughout the unloading process (every 6-8 feet) and at the completion of unloading showing equipment, (scan those photos into images in CMS and add a message to pre claim note that it has been completed)
· Destination agent must ensure that the received trailer has remained sealed and confirm the seal number matches the original seal number on the Alternative Hauling Control Sheet
· Shipment must be checked off, and BINGO sheet is MANDITORY (Ryder into warehouse/ Pics & Inventories when delivering to residence)
· All delivery paperwork needs to be scanned into RVI images within 48 hours
· Ensure all equipment supplied pads, straps bars etc. gets put back onto trailer in accordance to the Alternative Hauling Control sheet unless otherwise advised by Atlas operations.
· Ensure the trailer gets cleaned (swept and debris removed)
· Destination Agent must complete and submit Alternative Hauling Control sheet - A $50 penalty may be assessed if the agent fails to return the Control Sheet
· Atlas will aim to have the trailer at destination 1 day prior to delivery
· If for any reason the trailer will not arrive 1 day prior to loading – Atlas Operations will provide as much notice as possible to the agent
· Please let Atlas Operations know if the shipment will require a 2-day delivery when selecting a delivery date
· In the event of a poorly loaded trailer, the additional space taken up by a poorly loaded trailer may be charged back to the agent loading the trailer; In the event of a blown estimate it will be treated the same as when it happens to an over the road driver
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