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1.0 Introduction  
Lanter Delivery Systems, Inc. is a leader in time-sensitive delivery of parts, products and documents 

from coast to coast. 

Ford Motor Company, a global automotive industry leader based in Michigan, manufactures or 

distributes automobiles across six continents.  

LDS is providing delivery services for Ford beginning in Kansas City with end points in Iowa, Kansas, 

Missouri, Nebraska and North Dakota. The area includes service for Classic and DDS Routes.  

ü Monday through Friday, LDS receives freight at its Cross Dock in Kansas City from ForŘΩǎ 

HCC/LVLC in Memphis and National PDC in Lithonia, Mich. via MemphisΣ ŀƴŘ ŦǊŜƛƎƘǘ ŦǊƻƳ CƻǊŘΩǎ 

HVC in Kansas City directly at the HVC Dock  

ü As freight is received at both locations, LDS scans and sorts the freight by route  

ü Line haul drivers pick up the Classic Route freight at the Cross Dock and/or the HVC and 

transport it to designated terminals where delivery drivers receive, and then transport and 

deliver the freight to Ford dealers by 0800, Tuesday through Saturday 

ü LDS transports the HVC freight for DDS Routes to the Cross Dock 

ü Delivery drivers pick up the DDS freight at the Cross Dock, and then transport and deliver it to 

Ford dealers by 0800, Tuesday through Saturday 

ü When making a delivery, delivery drivers pick up empties and returns, and return them to their 

designated terminal or Cross Dock, and terminals send all empties and returns to Cross Dock 

ü LDS processes returns, and then sends all empties and returns back to the designated Ford 

origin 

ü Process repeats accordingly 

LDS has created a resource tool, which will ensure smooth deliveries of Kansas City Ford parts. This 
document is a step-by-step guide to the process, as well as a source for instructions or documents that 
may be needed along the way. 

2.0 Receiving 

2.1 HVC 
¶ Arrive at scheduled time 

¶ Sign in as Ford visitor  

¶ Go to designated area 

¶ Receive empties from Cross Dock  

¶ Stage empties in their designated areas 

¶ Stage empties for sorting, such as containers, carts and pallets 

¶ Receive initial piece count from Ford personnel 

¶ Turn on computer 

¶ Log in to computer  

¶ Retrieve Sprint Card from locked cabinet 

¶ Plug Sprint Card into computerΩǎ UBS Drive 
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¶ Click on Sprint icon on computerΩǎ home screen 

¶ /ƭƛŎƪ ƻƴ άŎƻƴƴŜŎǘέ in Sprint SmartView box 

¶ Open OMS Program  

¶ Receive freight  
o Packages, such as boxes, totes and loose pieces (V3, V4, V7, V8 and V9)  
o Cages (VA, VB, VC, VD, VE and VF)  

¶ If issued any hazardous materials for packages, such as boxes, totes and loose pieces (V3, V4, 
V7, V8 and V9), take it to Ford personnel for processing   

¶ Receive hazardous materials back along with coordinating hazmat paperwork from Ford 
personnel  

¶ Receive cage paperwork from Ford personnel  
o Cage Tally Sheet (list of cages and codes as released)  
o Cage Manifests (one in each cage)  
o Hazardous materials paperwork, if any 

¶ Obtain scanner from designated area (reference 7.1 HVC for scanning instructions) 

¶ Scan freight as it is dispatched by Ford personnel  
o Packages, such as boxes, totes and loose piece ς scan Customer/Dealer Number and 

then the Carton Number for each package, box, tote or loose piece 
o Cages (Ford personnel scan and load freight into cages, and when an order is complete 

for a dealer, Ford personnel will secure cage and notify LDS personnel when cages are 
ready) ς scan Customer/Dealer Number and then the Cage Number for each cage  

¶ aŀǊƪ ŀ ƭƛƴŜ ǘƘǊƻǳƎƘ ŜŀŎƘ ǇŀŎƪŀƎŜΩǎ {ƘƛǇǇƛƴƎ [ŀōŜƭΣ ǎǳŎƘ ŀǎ ōƻȄŜǎΣ ǘƻǘŜǎ ŀƴŘ ƭƻƻǎŜ ǇƛŜŎŜǎ ǿƛǘƘ ŀ 
marker as they are scanned, thus noting it has been scanned (use different color marker per 
sorter) 

¶ Mark a line through each Cage Number on corresponding Cage Tally Sheet as that cage is 
scanned to verify all pieces are received (use different color marker per sorter) 

¶ Transmit scanned data frequently to OMS  

¶ Once all freight has been received from Ford and scanned, make sure all scanned data has been 
sent to OMS  

¶ Receive final piece count from Ford Personnel 

2.2 Cross Dock 
ω Arrive at scheduled time 
ω Receive freight  

o Memphis ς HCC/LVLC and HVC (referrals) and Livonia National PDC  
o Kansas City ς HVC  

ω Receive corresponding paperwork from drivers 
o Memphis ς HCC/LVLC, HVC and Livonia NPD 

Á Bill of Ladings/Manifests (Ford and/or carrier, if applicable) 
Á Hazardous materials paperwork, if applicable 

o Kansas City ς HVC 
Á Three KANSAS CITY HVC Bill of Ladings (V3 and V4, V7 and V8 and V9) 
Á Hazardous materials paperwork, if applicable  
Á Last trailer will also bring additional paperwork 

¶ KANSAS CITY HVC Count Report (with truck departure times) 

¶ KANSAS CITY HVC Daily Report  

¶ OMS Line Haul Manifests 
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¶ OMS Damaged Parts Log  

¶ OMS Delivery Manifests, if applicable 
ω Provide paperwork to designated dock personnel 
ω File all incoming paperwork for LDS records 
ω Unload freight  
ω If receive LTL freight for Classic routes, such as an engine, notify supervisor to ship via Vitran 

o Place LTL freight in designated area 
o Fill out LTL Shipping Bill of Lading ς Vitran (carrier for Ford Kansas City) 
o Place LTL Bill of Lading with corresponding freight 
o tƭŀŎŜ [¢[ {ƘƛǇǇƛƴƎ ǇǊƻ ІΩǎ ƻƴ [¢[ .ƛƭƭ ƻŦ [ŀŘƛƴƎ ŀƴŘ ƻƴ ŦǊŜƛƎƘǘ 
o After driver signs LTL Bill of Lading, make three copies of LTL Bill of Lading 
o Send original copy of LTL Bill of Lading to designated Kansas City HVC personnel 
o Give copy one of LTL Bill of Lading to driver 
o Give copy two of Bill of Lading to designated Kansas City Cross Dock personnel 

ω Obtain scanner from designated area (reference 7.2 Cross Dock for scanning instructions) 
ω Scan freight from Memphis HCC/LVLC and HVC, Livonia NPD, and ONLY molding in cages from 

Kansas City HVC  
ω Transmit scanned data frequently to OMS  
ω aŀǊƪ ŀ ƭƛƴŜ ǘƘǊƻǳƎƘ ŜŀŎƘ ǇŀŎƪŀƎŜΩǎ {ƘƛǇǇƛƴƎ [ŀōŜƭ ǿƛǘƘ ŀ ƳŀǊƪŜǊ ŀǎ ǘƘŜȅ ŀǊŜ ǎŎŀƴƴŜŘΣ ǘƘǳǎ 

noting it has been scanned (use different color marker per sorter) 
ω If a piece of freight is visibly damaged, mark a large and ǾƛǎƛōƭŜ ά·έ on it using a piece of chalk 
ω Once all freight has been received, make sure all scanned data has been sent to OMS  
ω Break down any empty containers, such as baby blues and 6x9s  
ω Stage empties in designated areas 
ω Receive faxed Dealer Return Claim Forms from dealers to authorize return pickups for DDS 

routes (dealer to fax in Dealer Return Claim Form to Cross Dock by 1500 hours CST to authorize 
pick up, and driver will be provided with two copies of each) 

ω Make two copies of each Dealer Return Claim Form 
ω File original copy of each Dealer Return Claim Form for LDS records 
ω Place the two copies of each Dealer Return Claim Form in corresponding DDS Route Packet 

2.3 Line Haul  
¶ Arrive at scheduled time 

¶ Pick up freight for your designated stop(s) 

¶ Receive corresponding paperwork 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable 

2.4 Terminal  
ω Arrive at scheduled time 
ω Receive freight  
ω Receive corresponding paperwork from line haul driver 

o Delivery Manifests 
o Hazardous materials paperwork, if applicable  

ω Provide paperwork to designated dock personnel 
ω Unload freight  
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2.5 Delivery Driver  
ω Arrive at terminal/meet point at scheduled time 

ω Pick up freight from your designated route area  

Classic Routes: 

¶ Receive needed items from dispatch/supervisor 

o Route keys/codes  

o Route Summary and/or Route Sheet  

o Dealer Profiles 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable 

o Contacts  

o Instructions 

o Communication Reports 

o Applicable Emergency Response Paperwork 

DDS Routes: 

¶ Retrieve scanner from designated area (reference 7.3 Delivery Driver for scanner instructions) 

¶ Receive Route Packet from dispatch/supervisor 

o Route keys/codes  

o Route Summary (Route Sheet may be obtained by supervisor) 

o Dealer Profiles 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable  

o Communication Reports 

o Contacts 

o Instructions 

o Applicable Emergency Response Paperwork 

o Two copies of each Dealer Return Claim Form listing returns to pick up (dealer to fax in 

Dealer Return Claim Form to Cross Dock by 1500 hours CST to authorize pick up, and 

driver will be provided with two copies of each) 

3.0 Sorting  

3.1 HVC 
¶ Sort freight, such as boxes, totes and loose freight by designated shuttle or line haul route 

¶ Place freight in designated areas, and/or into designated container or cart, or onto designated 
pallet 

¶ Once all freight received and scanned, view OMS scanning totals on computer 

¶ Verify Ford numbers match OMS scanning totals for each route code for boxes, totes and loose 
pieces (V3, V4, V7, V8 and V9)  
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¶ Verify number of cages received matches Cage Tally Sheet numbers from Ford Personnel 

¶ Report any OS&Ds or missorts to Ford personnel 

¶ If there is a variance in numbers, receive approval from Ford personnel to release freight  

¶ Secure freight with shrink-wrap, if applicable 
ω Secure placard with route codes/ route destination on each set of packed freight 
ω Stage freight in designated areas 

3.2 Cross Dock 
ω Sort freight by route  
ω Place freight in designated areas (except bumpers), and/or into designated containers or carts 

or onto designated pallets, baby blues or 6x9s 
o Set bumpers in designated bumper areas, also staged by route  

ω Once all freight is received and scanned, and after all shipment manifest transmitted to ESR, 
view ESR and OMS scanning totals on computer for each route code 

ω Print OMS Inbound Parts Report and OMS Damaged Parts Report 
ω Print ESR Cross Dock Unload Equipment Tally Sheet Report  
ω Verify ESR numbers match OMS numbers for each route code 
ω Report any OS&Ds or missorts to supervisor 
ω Update freight counts in ESR, accounting for any OS&Ds for inbound freight, such as those 

reported by Cross Dock by completing an ESR Cross Dock Inbound Unload OS&D Report  
ω Secure freight with shrink-wrap, if applicable 
ω Stage freight in route designated areas 

3.3 Terminal  
ω Sort freight by route  
ω Verify freight matches Delivery Manifests 
ω Report any OS&Ds or missorts to LDS Kansas City Customer Service 
ω Stage freight in route designated areas 

3.4 Delivery Driver  
ω Sort freight per dealer and address, care must be taken as dealer may have more than one 

location 

ω Verify freight against Delivery Manifest  

ω Report all OS&Ds and missorts to supervisor  

ω Record all OS&Ds and missorts on corresponding Delivery Manifest and Route Sheet 

4.0 Loading 

4.1 HVC 
¶ Load freight onto designated vehicles  

¶ Use load bars and/or carts to secure freight to minimize damage during transportation 

¶ Complete three KANSAS CITY HVC Bill of Lading forms  (V3 and V4, V7 and V8 and V9)  
o Record date and number of pieces for each category on each  

¶ Complete KANSAS CITY HVC Count Report 
o Record counts for each category, date and truck departure times 
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¶ Complete KANSAS CITY HVC Daily Report 
o Record count totals for cages and loose pieces  

¶ Provide drivers with a corresponding KANSAS CITY HVC Bill of Ladings, along with paperwork for 
hazardous materials (emergency response paperwork and hazardous materials 
paperwork/Straight Bill for Lading for coordinating hazardous materials piece) and cages (every 
cage has a coordinating piece of paperwork in it) 

o Put Truck #7 Tulsa paperwork on back of trailer 

¶ Print one copy of OMS Damages Log 

¶ Print two copies of OMS Line Haul Manifests  

¶ Send KANSAS CITY HVC Count Report, one copy of OMS Line Haul Manifest and OMS Damages 
Log on last trailer to designated Cross Dock personnel 

¶ Provide one copy of OMS Line Haul Manifest to designated Ford staff member on HVC dock 

¶ Notify Cross Dock when last truck has departed  

¶ When finished for the day, close all programs and turn off the computer 

¶ Lock Sprint Card in file cabinet 

¶ Sign out as Ford visitor 

4.2 Cross Dock 

¶ Print Delivery Manifests from ESR and OMS 

¶ Provide all drivers with corresponding paperwork and necessary items 

Line Hauls: 

¶ Provide Delivery Manifests and hazardous materials paperwork 

Classic Routes: 

¶ Provide needed route information and materials 

o Route keys/codes  

o Route Sheet and/or Route Summary  

o Dealer Profiles 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable  

o Contacts 

o Instructions 

o Communication Reports 

o Applicable Emergency Response Paperwork 

DDS Routes: 

¶ Provide DDS drivers with Route Packet with corresponding route information and needed items 

o Route keys/codes  

o Route Summary 

o Dealer Profiles 

o Delivery Manifests  
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o Hazardous materials paperwork, if applicable  

o Communication Reports 

o Contacts 

o Instructions 

o Applicable Emergency Response Paperwork 

o Two copies of each Dealer Return Claim Form, listing returns to pick up (dealer to fax in 

Dealer Return Claim Form to Cross Dock by 1500 hours CST to authorize pick up, and 

driver will be provided with two copies of each) 

¶ Provide DDS drivers with a scanner  

4.3 Terminal  
¶ Provide all drivers with corresponding paperwork and necessary items 

Classic Routes: 

¶ Provide needed route information and materials 

o Route keys/codes  

o Route Sheet and/or Route Summary  

o Dealer Profiles 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable  

o Contacts  

o Instructions 

o Communication Reports 

o Applicable Emergency Response Paperwork 

DDS Routes: 

¶ Provide DDS drivers with Route Packet with corresponding route information and needed items 

o Route keys/codes  

o Route Summary 

o Dealer Profiles 

o Delivery Manifests  

o Hazardous materials paperwork, if applicable  

o Communication Reports 

o Contacts 

o Instructions 

o Applicable Emergency Response Paperwork 

o Two copies of each Dealer Return Claim Form, listing returns to pick up (dealer to fax in 

Dealer Return Claim Form to Cross Dock by 1500 hours CST to authorize pick up, and 

driver will be provided with two copies of each) 

¶ Provide DDS drivers with a scanner  
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4.4 Delivery Driver  
ω Load freight beginning with last delivery first and first delivery last 

ω Secure freight to minimize damage during transportation 

5.0 Delivering  

5.1 Line Haul  
¶ Transport freight to designated terminals and/or stops 

¶ Provide corresponding paperwork 

o Delivery Manifests 

o Hazardous materials paperwork, if applicable 

5.2 Delivery Driver  
ω Transport freight from Cross Dock or terminal to dealer 

ω Unless otherwise noted, deliver freight by 0800 hours 

ω Use profile sheet to gain access to dealer  

ω Unless otherwise directed, do not leave freight outside 

ω If lock box, obtain key from lock box (reference 12.21 Lock Box for instructions) 

DDS ONLY 

ω Scan  

o Scan the On-Site Bar Code at the facility (reference 7.3 Delivery Driver for scanning 

instructions) 

o Scan each item to be delivered to the facility as noted below  

Á Cage 

¶ Scan Dealer /Customer Bar Code 

¶ Scan Cage Bar Code  

Á Tote 

¶ Scan Dealer/Customer Bar Code 

¶ Scan Carton Bar Code 

Á Loose parts 

¶ Scan Dealer/Customer Bar Code 

¶ Scan Carton Bar Code 

ω Transmit scanned data frequently to OMS 

ω Place freight in designated area  

ω Stack freight neatly and carefully 

ω Sign and date Delivery Manifest 

ω Leave Delivery Manifest, and any other paperwork for dealer in appropriate location 

DDS ONLY 



LDS SOP Ford Kansas City Page 14 
 

ω OMS-DDS Delivery Manifest       

o Sign and date Delivery Manifest 

o Verify piece count on Delivery Manifest 

o Leave Delivery Manifest  for dealer  

ω ESR Delivery Manifest         

o Sign and date Delivery Manifest 

o Verify piece count on Delivery Manifest 

o Leave two copies (white and yellow) for dealer  

o Keep pink copy for LDS Records 

ω Record delivery data on Route Sheet 

o Time 

o Number of pieces delivered 

o Signature  

Á If unattended delivery, driver signs and dates 

Á If dealer personnel present, obtain a signature and date from dealer employee 

ω Call in delivery times to Customer Service by 0600 hours daily to 1-800-526-8371  

Additional items to note: 

ω Do not drag, drop or throw freight 

ω Do not open packages/totes 

ω Stack freight heavy to light ς arrows up 

ω If possible, park vehicle where it can be observed by you 

ω Keep vehicle locked at all times   

Additionally, contact your supervisor during your route if: 

ω Delivery is going to be after scheduled committed delivery time (vehicle breaks down, inclement 

weather, traffic, etc.) 

ω Customer door is not locked upon arrival  

ω Package(s) damaged on route 

ω Missing a package 

ω Find a package that has been loaded in error 

ω Any property damage occurs (building, fence, other vehicle, etc.)  

ω There is not room on your vehicle to transport all empties (cages, totes, etc.) 

Suggested items to bring on your route: 

ω Flashlight 

ω Cell phone 

ω Lock deicer 

ω Clip board, pens or pencils 

ω Spare key to vehicle 

ω Load lock/straps 
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ω Pallet jack/two wheeler 

6.0 Returns  

6.1 HVC  
¶ Give returns and Dealer Return Claim Forms to designated Ford personnel 

¶ Claims Processor will match the paperwork with the claims  

¶ Claims Processor will sign the bottom of the Dealer Return Claim Forms as proof that it arrived 

at the HVC 

6.2 Cross Dock 
ω Collect paperwork from previous days DDS routes, such as Delivery Manifests signed and dated 

by dealer, Communications Reports, as well as empties, any undelivered freight, scanners and 

Route Packets daily  

ω Collect returns with Return Label affixed and corresponding Dealer Return Claim Forms  

ω ±ŜǊƛŦȅ ŘŜŀƭŜǊΩǎ ǊŜǘǳǊƴs against corresponding Dealer Return Claim Forms, if discrepancy notify 

supervisor 

ω Sign and date Dealer Return Claim Forms 

ω Make a copy of signed Dealer Return Claim Forms 

ω Save one copy of each Dealer Return Claim Form for LDS records 

ω Keep original Dealer Return Claim Form with corresponding return 

ω Scan all Return Label bar codes (completed by the supervisor, and NOT with the DDS scanner) 

ω Upload return data to Ford Web site 

o Open Word Document  

o Plug in scan gun and leg gun to unload numbers (do not plug in scanner until cursor is on 

page) 

o Manually enter any numbers that were turned in that would not scan (remember to add 

0001 to the end of each number manually entered) 

o Open Web site www.covisint.com 

o Log in under Automotive  by entering user name and password 

o Click on Ford Supplier Portal  

o Click Application tab 

o Click on Ford Customer Service Purchasing 

o New screen will pop up, enter https://web.cqc.ford.com in the address line 

o Click on psc claims tab  

o After new box appears, copy and paste claims numbers in the box 

o Save document 

o Close out of screen 

o Log out 

o Clear all data stored in scanner 

ω Place returns in designated area 

http://www.covisint.com/
https://web.cqc.ford.com/
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o Put small returns in designated bins  

1. Kansas City HVC 

2. Memphis HVC 

3. Memphis HCC 

4. Memphis LVLC 

5. Memphis Livonia National PDC  

o Put large returns in designated areas 

1. Kansas City HVC 

2. Memphis HVC, HCC and LVLC, and Livonia National PDC 

o tǳǘ ǎƳŀƭƭ ±ƛǎƛōƭŜ 5ŀƳŀƎŜ ƻǊ ά±5έ ǊŜǘǳǊƴǎ ƛƴ ά.9έ ōƛƴ  

o Put large Visible Damage returns in designated area 

o Sort returns in bins and areas by FCSD guidelines or Reason/Claim Codes (located on Return 

Label) 

¶ Restock Claim Codes: EA, FA, FD, FG, FH, GA, GI, GJ and GG 

¶ Scrap Claim Codes: BA, BC, BD, BE, CD, CF and GB 

ω Record each containers data on an Outbound Regional Return Claims Summary Listing  

o Ship date 

o Return location 

o Claim number 

o Shipping container number 

o Claims process date 

o Dealer code 

o Route code 

o Number of pieces 

ω Attach Outbound Regional Return Claims Summary Listing to each bin 

ω Make one copy of Outbound Regional Return Claims Summary Listing 

ω File one copy of Outbound Regional Return Claims Summary Listing for LDS records 

ω Send one copy of Outbound Regional Return Claims Summary Listing copy to Kansas CityΩǎ CƻǊŘ 

Traffic Manager  

ω Send returns with corresponding Dealer Return Claim Forms back to origin 

o Transport Kansas City HVC returns with corresponding Dealer Return Claim Forms daily 

to Kansas City HVC 

o Send Memphis HVC, HCC, LVLC and Livonia National PDC returns with corresponding 

Dealer Claim Forms back to Memphis with empties going back to Memphis when the 

designated trailer is full 

ω Hold VD returns until inspected by Ford Traffic Manager, and then place in designated return 

location 

ω Shuttle empties back to HVC daily 

o Send Cross Dock Bill of Lading with empties, noting number of pieces and type of 

empties on trailer 
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*Any caged material that ends up at the freight terminal must have the claim number manually 

entered in the Ford Web Site at https://web.cqc.ford.com/website 

6.3 Line Haul  
¶ Pick up returns with corresponding Dealer Return Claim Forms and empties from terminals  

¶ Transport all returns with corresponding Dealer Return Claim Forms and empties to Cross Dock 

¶ Place all returns with corresponding Dealer Return Claim Forms and empties in designated areas 
at Cross Dock 

6.4 Terminal  
¶ Collect empties, returns with corresponding Dealer Return Claim Forms, Communication 

Reports, Route Sheets and any undelivered freight daily 

¶ Collect paperwork from previous days DDS routes, such as Delivery Manifests signed and dated 

by dealer, Communications Reports, as well as empties, any undelivered freight, scanners and 

Route Packets daily  

¶ Send empties and returns with corresponding Dealer Return Claim Forms, as well as any DDS 

paperwork to Cross Dock daily 

6.5 Delivery Driver  
DDS  

ω tƛŎƪ ǳǇ άǎƛƎƴŜŘϦ ǇŀǇŜǊǿƻǊƪ ŦǊƻƳ ǇǊŜvious days delivery 

o Delivery Manifests, signed and dated by dealer 

ω Pick up returns notified of in Route Packet with corresponding Dealer Return Claim Forms if:  

o Return Label is affixed to the carton or on part to be returned  

o Number of pieces matches Dealer Return Claim Form 

ω Pick up returns if:  

o Ford Return Label is affixed to the carton or on part to be returned  

o Number of pieces matches Dealer Return Claim Forms (Dealer to leave two copies of 

Dealer Return Claim Form) 

o Dealer Return Claim Form is signed and dated by dealer  

¶ If any of the above is NOT correct, fill out a Communications Report indicating why return was 

not picked up 

o Leave one copy of Communications Report for Dealer 

o Take one copy of Communications Report for LDS records 

ω If all of the above is correct, sign and date both Dealer Return Claim Forms 

o Leave one copy of Dealer Return Claim Form for the dealer 

o Take one copy of Dealer Return Claim Form for LDS records 

ω Note any damage to carton on both the Dealer Claim Form and Route Sheet 

ω If no carton or not packaged, note that on both the Dealer Return Claim Form and Route Sheet  

ω Pick up empties, such as totes and cages (only if empty and open, do not open closed container) 

ω Record return data on Route Sheet  

o Number of pieces picked up as returns 
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o A brieŦ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ŜŀŎƘ ǊŜǘǳǊƴ ƻǊ ŜƳǇǘȅΣ ǎǳŎƘ ŀǎ ά ƻƴŜ ƭƻƻǎŜ ǇƛŜŎŜέ 

ω Record any issue making deliver to dealership by filling out a Communication Report 

o For example, if there is no room on vehicle to load empties or returns, explain in the 

report, and leave one copy of it for the dealer and take one copy for LDS records 

ω Relock door(s), set alarm (as applicable after completing delivery) 

ω If lock box, return key to lock box and close box 

ω ±ŜǊƛŦȅ ǘƘŀǘ ƪŜȅǎ ƘŀǾŜ ƴƻǘ ōŜŜƴ ƭŜŦǘ ƛƴ ŎǳǎǘƻƳŜǊΩǎ ŘƻƻǊ  

ω Secure freight at each stop to keep loads from shifting  

ω When finished with route, drop off empties, returns with corresponding Dealer Return Claim 

Form, Communication Reports, Route Sheets and any undelivered freight to designated terminal 

daily 

DDS ONLY 

ω Drop off signed paperwork picked up from previous days delivery, such as Delivery Manifests, 

signed and dated by dealer, and Communications Reports, returns with matching Dealer Return 

Claim Forms, empties, any undelivered freight and Route Packets at designated terminal (or 

Cross Dock) on a daily basis, and place each item in their designated area 

ω Return scanner to designated area (reference 7.3 Delivery Driver for scanning instructions) 

*All loose material needs to have a bar code in order for the driver to pick up the material. If the loose 

material does not have a bar code the driver must cross off the corresponding part number on the 

Dealer Materials Claim Form and adjust the pick-up number prior to signing. 

7.0 Scanning  

7.1 HVC  

Dockworker Scanning Instructions: 
 

1. ¢ǳǊƴ ƻƴ ǘƘŜ ǎŎŀƴƴŜǊ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜŘ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ 
corner of the keyboard 

2. CƭƛŎƪ ƻƴŎŜ ƻƴ ǘƘŜ [ŀƴǘŜǊ ά55{ {ŎŀƴƴƛƴƎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
3. hƴŎŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǳǇŘŀǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 

screen 
a. LŦ ȅƻǳ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǳǇŘŀǘŜŘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ 
ǎƛƎƴŀƭΣ ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ όŎŜƭƭǳƭŀǊ 
signal needed to update data) 

b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 
keyboard 

4. /ƭƛŎƪ ƻƴ άCƻǊŘέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ŎǳǎǘƻƳŜǊǎ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
5. /ƭƛŎƪ ƻƴ ǘƘŜ ά5ƻŎƪǿƻǊƪŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
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6. Click on the correct άǘȅǇŜ ƻŦ ǎŎŀƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ όǿƘŀǘ ǘȅǇŜ ƻŦ ƛƴōƻǳƴŘ ŦǊŜƛƎƘǘ 
will you be scanning?) 

a. Inbound Freight 
b. Inbound Tote  
c. Inbound Cage 

7. Scan each package as follows (until all packages under scan type are scanned): 
a. Scan the Ford Customer/Dealer Number  

i. If the ŘŜŀƭŜǊΩǎ ƴǳƳōŜǊ ƛǎ ƴƻǘ ƛƴ ǘƘŜ ǎȅǎǘŜƳǎΣ ǘƘŜƴ ŀ ǇƻǇ ǳǇ ǿƛƴŘƻǿ ǿƛƭƭ 
ǎƘƻǿ ƛƴŦƻǊƳƛƴƎ ȅƻǳ ŜƛǘƘŜǊ ŜƴǘŜǊ ǘƘŜ ŘŜŀƭŜǊΩǎ ƴǳƳōŜǊ ƻǊ ǎŎŀƴ ŀ ŘƛŦŦŜǊŜƴǘ 
number 

b. {ŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ά5ŀƳŀƎŜέ ŘŜǎŎǊƛǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƻǇǘƛƻƴǎ ǇǊŜǎŜƴǘŜŘ ƻƴ ǘƘŜ 
screen 

i. If the box is NOT DAMAGED, leaǾŜ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ŎƘƻƛŎŜ άbƻ 5ŀƳŀƎŜέ 
ii. If the box is damaged, select the type of damaged from the drop down 

list box 
1. Crushed  
2. Torn 
3. Box Bent/Dented 

c. Scan the Ford Carton/Cage Number 
8. ²ƘŜƴ ŦƛƴƛǎƘŜŘ ǎŎŀƴƴƛƴƎ ŀƭƭ ǇŀŎƪŀƎŜǎ ǳƴŘŜǊ ǘƘŀǘ άǘȅǇŜ ƻŦ ǎŎŀƴΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ 

on the screen 
9. ¢ƻ ŎƻƴǘƛƴǳŜ ǎŎŀƴƴƛƴƎΣ ŎƭƛŎƪ ƻƴ ŀ άǘȅǇŜ ƻŦ ǎŎŀƴέ ŀƴŘ ŎƻƴǘƛƴǳŜ ǎŎŀƴƴƛƴƎΣ ƻǊ ǘƻ ǎŜƴŘ Řŀǘŀ ƻǊ 
ŜȄƛǘ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ  

10. ¢ƻ ǎŜƴŘ Řŀǘŀ ŎƭƛŎƪΣ ǘƘŜ ά{ŜƴŘ 5ŀǘŀέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ ƻǊ ǘƻ ŜȄƛǘ ǘƘŜ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ 
thŜ ά9Ȅƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 

a. LŦ ȅƻǳ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǎŜƴǘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ ǎƛƎƴŀƭΣ 
ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ όŎŜƭƭǳƭŀǊ ǎƛƎƴŀƭ ƴŜŜŘŜŘ ǘƻ ǎŜƴŘ 
data) 

 
b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 
keyboard 

11. hƴŎŜ ǘƘŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǎŜƴǘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 
screen 

12. To continue scanning, repeat steps beginning with step 4, or if finished scanning, move 
to step 13 

13. /ƭƛŎƪ ǘƘŜ ά9Ȅƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ŀƴŘ ǊŜǘǳǊƴ ǘƻ ƘƻƳŜ ǇŀƎŜ 
14. Return scanner to designated area  
15. Place scanner back in power cradle/charger 

 
Additional scanning instructions: 

¶ To open the scanner program and send data, the device requires good cellular signal (2 
to 4 bars) ς NOT required for scanning 

¶ Send scanned data frequently to OMS (Online Management System) 
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¶ Report scanning malfunctions and/or damages to your supervisor immediately 

¶ Scan 6 inches from bar codes 

¶ Avoid scanning at angles 

¶ Check battery level 

¶ Replace with spare battery if at or less than full 

¶ Place depleted batteries in charger unit 

¶ tǊŜǎǎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ǘƻ Ŏŀƭƭ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ 

¶ Press 911 for emergencies 

¶ Do not leave scanners unattended 

¶ Return device to scanning table if you are not using it 

¶ Return all equipment the way you received it  

¶ You are responsible for scanner equipment you use 

7.2 Cross Dock 

Dockworker Scanning Instructions: 
 

1. ¢ǳǊƴ ƻƴ ǘƘŜ ǎŎŀƴƴŜǊ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜŘ tƘƻƴŜέ ōǳǘǘƻƴ ƭocated in the upper right hand 
corner of the keyboard 

2. CƭƛŎƪ ƻƴŎŜ ƻƴ ǘƘŜ [ŀƴǘŜǊ ά55{ {ŎŀƴƴƛƴƎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
3. hƴŎŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǳǇŘŀǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 

screen 
a. LŦ ȅƻǳ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǳǇŘŀǘŜŘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ 
ǎƛƎƴŀƭΣ ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ όŎŜƭƭǳƭŀǊ 
signal needed to update data) 

b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘed in the upper left hand corner of the 
keyboard 

4. /ƭƛŎƪ ƻƴ άCƻǊŘέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ŎǳǎǘƻƳŜǊǎ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
5. /ƭƛŎƪ ƻƴ ǘƘŜ ά5ƻŎƪǿƻǊƪŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
6. /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻǊǊŜŎǘ άǘȅǇŜ ƻŦ ǎŎŀƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ όǿƘŀǘ ǘȅǇŜ ƻŦ ƛƴōƻǳƴŘ ŦǊŜƛƎƘǘ 

will you be scanning?) 
a. Inbound Freight 
b. Inbound Tote  
c. Inbound Cage 

7. Scan each package as follows (until all packages under scan type are scanned): 
a. Scan the Ford Customer/Dealer Number  

i. LŦ ǘƘŜ ŘŜŀƭŜǊΩǎ ƴǳƳōŜǊ ƛǎ ƴƻǘ ƛƴ ǘƘŜ ǎȅǎǘŜƳǎΣ ǘƘŜƴ ŀ ǇƻǇ ǳǇ ǿƛƴŘƻǿ ǿƛƭƭ 
show informing yoǳ ŜƛǘƘŜǊ ŜƴǘŜǊ ǘƘŜ ŘŜŀƭŜǊΩǎ ƴǳƳōŜǊ ƻǊ ǎŎŀƴ ŀ ŘƛŦŦŜǊŜƴǘ 
number 

b. {ŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ά5ŀƳŀƎŜέ ŘŜǎŎǊƛǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƻǇǘƛƻƴǎ ǇǊŜǎŜƴǘŜŘ ƻƴ ǘƘŜ 
screen 

i. LŦ ǘƘŜ ōƻȄ ƛǎ bh¢ 5!a!D95Σ ƭŜŀǾŜ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ŎƘƻƛŎŜ άbƻ 5ŀƳŀƎŜέ 
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ii. If the box is damaged, select the type of damaged from the drop down 
list box 

1. Crushed  
2. Torn 
3. Box Bent/Dented 

c. Scan the Ford Carton/Cage Number 
8. ²ƘŜƴ ŦƛƴƛǎƘŜŘ ǎŎŀƴƴƛƴƎ ŀƭƭ ǇŀŎƪŀƎŜǎ ǳƴŘŜǊ ǘƘŀǘ άǘȅǇŜ ƻŦ ǎŎŀƴΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ 

on the screen 
9. ¢ƻ ŎƻƴǘƛƴǳŜ ǎŎŀƴƴƛƴƎΣ ŎƭƛŎƪ ƻƴ ŀ άǘȅǇŜ ƻŦ ǎŎŀƴέ ŀƴŘ ŎƻƴǘƛƴǳŜ scanning, or to send data or 
ŜȄƛǘ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ  

10. ¢ƻ ǎŜƴŘ Řŀǘŀ ŎƭƛŎƪΣ ǘƘŜ ά{ŜƴŘ 5ŀǘŀέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ ƻǊ ǘƻ ŜȄƛǘ ǘƘŜ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ 
ǘƘŜ ά9Ȅƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 

a. LŦ ȅƻǳ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǎŜƴǘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ ǎƛƎƴŀƭΣ 
ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ όŎŜƭƭǳƭŀǊ ǎƛƎƴŀƭ ƴŜŜŘŜŘ ǘƻ ǎŜƴŘ 
data) 

 
b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ hand corner of the 
keyboard 

11. hƴŎŜ ǘƘŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǎŜƴǘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 
screen 

12. To continue scanning, repeat steps beginning with step 4, or if finished scanning, move 
to step 13 

13. /ƭƛŎƪ ǘƘŜ ά9Ȅƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ and return to home page 
14. Return scanner to designated area  
15. Place scanner back in power cradle/charger 

 
Additional scanning instructions: 

¶ To open the scanner program and send data, the device requires good cellular signal (2 
to 4 bars) ς NOT required for scanning 

¶ Send scanned data frequently to OMS (Online Management System) 

¶ Report scanning malfunctions and/or damages to your supervisor immediately 

¶ Scan 6 inches from bar codes 

¶ Avoid scanning at angles 

¶ Check battery level 

¶ Replace with spare battery if at or less than full 

¶ Place depleted batteries in charger unit 

¶ tǊŜǎǎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ǘƻ Ŏŀƭƭ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ 

¶ Press 911 for emergencies 

¶ Do not leave scanners unattended 

¶ Return device to scanning table if you are not using it 

¶ Return all equipment the way you received it  

¶ You are responsible for scanner equipment you use 



LDS SOP Ford Kansas City Page 22 
 

7.3 Delivery Driver  

DDS ONLY  
 
Delivery Driver Scanning Instructions: 
 
1. ¢ǳǊƴ ƻƴ ǘƘŜ ǎŎŀƴƴŜǊ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜŘ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ 

corner of the keyboard 
2. Click oƴŎŜ ƻƴ ǘƘŜ [ŀƴǘŜǊ ά55{ {ŎŀƴƴƛƴƎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
3. hƴŎŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǳǇŘŀǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 

screen 
a. LŦ ȅƻǳ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǳǇŘŀǘŜŘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ 
ǎƛƎƴŀƭΣ ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ όŎŜƭƭǳƭŀǊ 
signal needed to update data) 

b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 
keyboard 

4. /ƭƛŎƪ ƻƴ άCƻǊŘέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ŎǳǎǘƻƳŜǊǎ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
5. /ƭƛŎƪ ƻƴ ǘƘŜ ά5ŜƭƛǾŜǊȅ 5ǊƛǾŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
6. /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻǊǊŜŎǘ άǘȅǇŜ ƻŦ ǎŎŀƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ  

a. ά5ŜƭƛǾŜǊȅέ ς scanning freight for delivery 
b. άaƛǎǊƻǳǘŜ 9ȄŎŜǇǘƛƻƴέ ς scanning freight loaded on the wrong truck 

7. Scan On-Site Bar/Stop Bar Code 
a. If the On-{ƛǘŜ .ŀǊ /ƻŘŜ ƛǎ ƳƛǎǎƛƴƎΣ ŘŀƳŀƎŜŘΣ ŜǘŎΦΣ ŎƭƛŎƪ ǘƘŜ άhǾŜǊǊƛŘŜέ ōǳǘǘƻƴ 

8. Scan each package at that delivery stop as follows (until all packages are scanned): 
a. Scan the Ford Customer/Dealer Number  

i. LŦ ǘƘŜ ŘŜŀƭŜǊΩǎ number is not in the systems, then a pop up window will 
ǎƘƻǿ ƛƴŦƻǊƳƛƴƎ ȅƻǳ ŜƛǘƘŜǊ ŜƴǘŜǊ ǘƘŜ ŘŜŀƭŜǊΩǎ ƴǳƳōŜǊ ƻǊ ǎŎŀƴ ŀ ŘƛŦŦŜǊŜƴǘ 
number 

b. {ŜƭŜŎǘ ŎƻǊǊŜŎǘ ά5ŀƳŀƎŜέ ŘŜǎŎǊƛǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƻǇǘƛƻƴǎ ǇǊŜǎŜƴǘŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΥ 
i. If the box is NOT DAMAGED, leave as the deŦŀǳƭǘ ŎƘƻƛŎŜ άbƻ 5ŀƳŀƎŜέ 
ii. If the box is damaged, select the type of damaged from the drop down 

list box 
1. Crushed  
2. Torn 
3. Box Bent/Dented 

c. Scan the Ford Carton/Cage Number 
9. ²ƘŜƴ ŦƛƴƛǎƘŜŘ ǎŎŀƴƴƛƴƎ ŀƭƭ ƛǘŜƳǎ ŦƻǊ ǘƘŀǘ ǎǘƻǇΣ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 
10. To continue scanning at the next stop go back to step 6, or to send data or exit the 
ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ  

11. ¢ƻ ǎŜƴŘ ŘŀǘŀΣ ŎƭƛŎƪ ǘƘŜ ά{ŜƴŘ 5ŀǘŀέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ ƻǊ ǘƻ ŜȄƛǘ ǘƘŜ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ 
ǘƘŜ ά9Ȅƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 

a. If you ƎŜǘ ŀ ƳŜǎǎŀƎŜ ά5ŀǘŀ ǎŜƴǘΣ ōǳǘ ǿƛǘƘ όƻƴŜ ƻǊ ƳƻǊŜύ ŜǊǊƻǊǎέ ƻǊ ά²Ŝŀƪ ǎƛƎƴŀƭΣ 
ǇƭŜŀǎŜ ǘǊȅ ŀƎŀƛƴ ƭŀǘŜǊΣέ ŎƭƛŎƪ ǘƘŜ άwŜǘǊȅέ ōǳǘǘƻƴ όŎŜƭƭǳƭŀǊ ǎƛƎƴŀƭ ƴŜŜŘŜŘ ǘƻ ǎŜƴŘ 
data) 
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b. If after 5 attempts you continue to get error message, call customer service by 
ǇǊŜǎǎƛƴƎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 
keyboard 

12. hƴŎŜ ǘƘŜ ǎŎǊŜŜƴ ǊŜŀŘǎΣ ά!ƭƭ Řŀǘŀ ǎŜƴǘ ǎǳŎŎŜǎǎŦǳƭƭȅΣέ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ōǳǘǘƻƴ 
13. To continue scanning, repeat steps beginning with step 2, or if finished scanning, move 

to step 14 
14. Return scanner to designated area at terminal daily when finished with route  
15. Place scanner back in power cradle/charger 
 

Additional scanning instructions: 

¶ To open the scanner program and send data, the device requires good cellular signal (2 
to 4 bars) ς NOT required for scanning: 

¶ Send scanned data frequently to OMS (Online Management System) 

¶ Report scanning malfunctions and/or damages to your supervisor immediately 

¶ Scan 6 inches from bar codes 

¶ Avoid scanning at angles 

¶ Check battery level 

¶ Replace with spare battery if at or less than full 

¶ Place depleted batteries in charger unit 

¶ tǊŜǎǎ ǘƘŜ άDǊŜŜƴ tƘƻƴŜέ ōǳǘǘƻƴ ǘƻ Ŏŀƭƭ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ 

¶ Press 911 for emergencies 

¶ Do not leave scanners unattended 

¶ Return all equipment the way you received it  

¶ You are responsible for scanner equipment you use 

8.0 Reporting  

8.1 LDS Kansas City Customer Service  

¶ Use incoming Delivery Manifests to update freight counts in ESR and account for any OS&Ds for 
outbound freight, such as those reported by a delivery driver or a dealer by completing the ESR 
Cross Dock Out-bound Load OS&D Report for discrepancies reported by drivers and the ESR 
Cross Dock Out-bound Delivery OS&D Report for discrepancies reported by dealer 

¶ Complete reports daily 
o Ford Kansas City DDS OS&D Report 
o Ford Kansas City DDS DPA Report 
o Ford Kansas City Classic OS&D Report  
o Ford Kansas City Classic COB Report 
o Ford Kansas City Classic Daily Report 

Á Damage Report 
Á Piece Count Report  
Á Refused Shipment Report  
Á Tote Count Report  

o Ford Kansas City HVC and Freight Terminal Tracking Sheet  

¶ Save all reports daily to computer desktop by date 
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¶ E-mail the reports to those listed on the corresponding report distribution lists daily  

¶ Enter LTL Bill of Lading information into ESR to identify any shortages, because freight shipped 
LTL 
 

*If the designated report day falls on a holiday, then all required reports for that day will be sent by the 
required time 
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9.0 Locations and Maps 

9.1 Ford Livonia National PDC  
11871 MiddleBelt Road 
Livonia, MI 48151  
 

9.1.1 Ford Liv onia National PDC Map 1 
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9.1.2 Ford Livonia National PDC  Map 2 
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9.2 Ford Memphis LVLC and HCC  
5345 Hickory Hill Road 
Memphis, TN 38141 
 

9.2.1 Ford Memphis LVLC and HCC Map 1 
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9.2.2 Ford Memphis LVLC and HCC Map 2  
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9.3.2 Ford Memphis HVC Map 2  
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9.4 Ford Kansas City HVC  
8515 Hedgeline Terrace 
Shawnee, KS 66227 
 

9.4.1 Ford Kansas City HVC Map 1  
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9.4.2 Ford Kansas City HVC Map 2  
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9.5 LDS Kansas City Cross Dock 
9900 Pflumm Road 
Unit 42 
Lenexa, KS 66215 
 

9.5.1 LDS Kansas City Cross Dock Map 1  
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9.5.2 LDS Kansas City Cross Dock Map 2  
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10.0 Glossary 

10.1 6x9 

¶ A 6x9 rack used to transport freight  

10.2 Baby Blue  
¶ A 6x8 rack used to transport freight  

10.3 Classic Route 
¶ An original route 

¶ No scanning of freight at delivery point 

10.4 COB Report 
ω Close of Business Report 

ω It includes customer id, route id and dealer id, along with dealer name, city, state, scheduled 

arrival time and actual arrival time 

ω The summary report includes date, total dealers, number of late and on-time deliveries and 

reasons (late grid, volume, HVC printer, dealer, CCD, driver, accident, weather/road 

closed/traffic/equipment, dealer issues, routing issues and/or HCC late arrival) 

ω A report recorded, saved and distributed to the COB Report Distribution List daily by LDS Kansas 

City Customer Service team 

10.5 Cross Dock   
ω A practice in logistics of unloading materials from an incoming commercial vehicle and loading 

these materials directly into outbound truck with little or no storage in between. This may be 

done to change type of conveyance, to sort material intended for different destinations, or to 

combine material from different origins into transport vehicles with the same, or similar 

destination 

10.6 Daily  Report   
¶ Record of totes, pieces, refused shipments, damages and each truckΩǎ arrival/departure times at 

Cross Dock and HVC  

¶ A report recorded, saved and distributed to the Daily Report Distribution List daily by LDS Kansas 

City Customer Service team  

10.7 Damage Report 
¶ A report recording parts and/or cartons that show damage 

¶ A report recorded, saved and distributed to the as part of the Daily Ford Report 

10.8 DDS 
¶ Dedicated Delivery Service 
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10.9 Delivery Manifest  
ω A document which denotes the scanned shipments per dealer location 

ω It includes dealer code, address along with part numbers, carton numbers, tote number and 

total pieces  

ω It is printed by Cross Dock and distributed to drivers 

ω It is delivered with parts  

10.10 Distribution List  
¶ List of contacts to receive specific information or reports 

10.11 DPA Report 
¶ A report recording daily delivery activity 

¶ It includes date, customer id, route id, dealer code, dealer name, city and address, as well as 
actual arrival times, unattended, absolute on- time reason code, DPA on-time reason code and 
comments 

¶ A report recorded, saved and distributed to the DDS DPA Report Distribution List daily by the 

Kansas City Customer Service team 

10.12 FCSD 
ω Ford Customer Service Division 

10.13 Ford Shipping Label  
¶ A label on Ford package, tote or loose piece 

¶ It includes origin (from), destination (to), route code, beyond code, customer  bar code and 

carton bar code 

¶ Colors of label represents origin of freight 

o Gold (yellow) = HVC Memphis  

o Baby Blue = HCC Memphis 

o Purple = LVLC Memphis 

o Green = National PDC Livonia 

o Pink = HVC Kansas City 

10.14 Freight Terminal Tracking Report  
¶ A report recording departures and volumes out of the HVC and Freight Terminal (Cross Dock) 

¶ It includes route, scheduled grid time, actual grid time, and variance; begin load/tally 

verification, end load, tally sheet correct time, scheduled departure, departure variance and 

volumes for each by location and type of freight, such as piece, cage, loose tote or pallet, etc. 

¶ It is recorded, saved and distributed to the Freight Terminal Tracking Report Distribution List 

daily by the HVC 

10.15 HCC 
¶ High Cube Center 
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¶ A facility used by Ford to distribute parts to its dealers, specifically large parts, such as sheet 

metal and bumpers 

10.16 HVC 
¶ High Velocity Center  

¶ A facility used by Ford to distribute parts to its dealers, specifically small, high-volume parts  

10.17 LTL 
¶ Less than truckload  

¶ Typically larger freight, such as transmissions, not able to fit on existing route, and are thus 
transported by other carriers 

¶ LTL shipments typically weigh between 151 and 20,000 lbs. 

¶ LTL carriers collect freight from various shippers and consolidate that freight onto enclosed 
trailers for line haul to the delivering terminal or to a hub terminal where the freight will be 
further sorted and consolidated for additional line hauls 

10.18 LVLC 
¶ Low Volume Low Cube 

¶ A facility used by Ford to distribute parts to its dealers, specifically small, low-volume parts  

10.19 NPDC 
¶ National Parts Distribution Center, also known as the National PDC 

¶ A facility used by Ford to distribute parts to its dealers 

10.20 OMS  
¶ Online Management System 

¶ A system used to record data collected by scanner 

10.21 Origin  
¶ The location where the freight originated 

¶ It is the first digit of the carton number 

¶ Kansas City HVC = Origin 92 

¶ Memphis HVC = Origin 04 

¶ Memphis HCC = Origin 07 

¶ Livonia NPD = Origin 11 

10.22 OS&D  
ω Overages, Shortages and Damages 

10.23 OS&D Report  
¶  A report recording all overages, shortages and damages for an individual dealer (one for DDS 

and one for non-DDS) 



LDS SOP Ford Kansas City Page 38 
 

¶ It includes carton number, dealer code, dealer name, city, state, whether it is over, short, 

damaged or misrouted, number of pieces and disposition 

¶ A report recorded, saved and distributed to the respective OS&D Distribution List daily by LDS 

Kansas City Customer Service team 

10.24 Outbound Regional Return Claims Summary Listing  
¶ A form provided by Ford to record returns 

¶ It includes trailer number, type of stock, name of return carrier, claim return ship date, return 

location, claim number, claim type, shipping container number, claim process date, dealer code, 

route code and quantity of loose pieces 

¶ Cross Dock records such data on Outbound Regional Return Claims Summary Listing per return 

container 

¶ Cross Dock keeps one copy for records and sends one copy with returns and returning container 

10.25 Piece Count Report  
¶ ! ǊŜǇƻǊǘ ǊŜŎƻǊŘƛƴƎ ǇŀǊǘǎ ŎƻƳƛƴƎ ŦǊƻƳ hǊƛƎƛƴΩǎΥ HVC Origin 04 Memphis; HCC Origin 07 Memphis; 

NPD Origin 11 Livonia; HVC Origin 92 Kansas City; and Daily Totals 

¶ A report recorded, saved and distributed to the as part of the Daily Ford Report 

10.26 Profile Sheet  
¶ ! ŘƻŎǳƳŜƴǘ ǊŜŎƻǊŘƛƴƎ ŀ ǎǇŜŎƛŦƛŎ ŘŜŀƭŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ from the dealer visit conducted by a LDS 

associate 

¶ It includes dealer code, route code, estimated delivery time, dealer name, address, city and zip, 

phone number, fax number, e-mail, contacts, security, keys/codes, delivery directions and 

information on where and how to deliver freight 

10.27 RCRC 
ω Regional Core Recovery Center 

ω A Ford Motor Company Center for core recoveries 

10.28 RCPC 
¶ Regional Claims Processing Center  

¶ A Ford Motor Company Center for claims processing 

10.29 Refused Shipment Report  
¶ A report recording parts refused 

¶ It includes date, carton number, Ford shipping number, part description, customer name and 

city, and reason refused 

¶ A report recorded, saved and distributed as part of the Daily Ford Report 

10.30 Route Sheet 
¶ A document utilized by the delivery driver to record delivery information 
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¶ It provides driver with information about each delivery stop, such as customer name, address, 

telephone number and scheduled delivery time 

¶ It provides areas for delivery driver to document data for each delivery, such as number of 

pieces delivered, actual delivery time, signature, date and comments 

¶ It is to be provided to delivery driver by their supervisor, and used by the delivery driver daily, 

and returned by the driver to their designated terminal daily 

10.31 Tote Count Report  
¶ A report recording quantities of totes inbound and outbound 

¶ A report recorded, saved and distributed to the as part of the Daily Ford Report  

10.32 VD 
¶ Visible Damage 

¶ A piece of freight that has visible damage 

¶ BE is a damage and it is visible 

¶ BD is a damage but it is not visible 

11.0 Contacts 

11.1 Ford  

11.1.1 Traffic Manager  

Jim Johnson 
Office: 913-667-1224 
Mobile: (913)-915-3954 
Fax: 913-667-1296 
jjohn249@ford.com 

11.2 LDS 

11.2.1 Director of Sales and Marketing  

Michelle Morio 
Office: 800-610-1121 Ext. 1101 
Cell: 618-531-7913 
mmorio@lanterdeliverysystems.com 

11.2.2 Account Manager  

Kent Meyers 
Office: 618-452-5300 Ext. 2272 
Cell: 319-551-8866 
kenmey@lanterdeliverysystems.com 

11.2.3 Illinois and West District Manager  

Dan Kolb 
Office: 800-610-1121 Ext. 1101 

mailto:mmorio@lanterdeliverysystems.com
mailto:kenmey@lanterdeliverysystems.com


LDS SOP Ford Kansas City Page 40 
 

Cell: 618-980-6931 
dkolb@lanterdeliverysystems.com 

11.2.4 West District Operations Manager  

Ted Ketman 
Office: 800-526-8371 Ext. 1204 
Cell: 913-905-9466  

Fax: 913-495-9771  

tketman@lanterdeliverysystems.com 

11.2.5 Kansas City HVC Dock Supervisor 

Rodney Landers 
Cell: 913-530-8722 

11.2.6 Kansas City Cross Dock Supervisor  

Ron Eisenhower  
Office: 800-526-8371 Ext.  
Fax: 913-495-9771 
reisenhower@lanterdeliverysystems.com 

11.2.7 Kansas City Customer Service 

Susan Camarillo  
Office: 800-526-8371 Ext. 1203 
Fax: 913-495-9771  
 
Brenda Jones 
Office: 800-526-8371 Ext. 1202 
Fax: 913-495-9771 

11.3 Ford Kansas City DDS OS&D Report Distribution List  
Michelle Morio 
mmorio@lanterdeliverysystems.com 
 
Dan Kolb 
Dkolb@lanterdeliverysystems.com 
 
Ted Ketman 
tketman@lanterdeliverysystems.com 
 
Ron Eisenhower 
reisenhower@lanterdeliverysystems.com 
 
Curtis Lee 
clee@lanterdeliverysystems.com 
 
Brenda Jones 
Bjones@lanterdeliverysystems.com 
 

mailto:dkolb@lanterdeliverysystems.com
mailto:tketman@lanterdeliverysystems.com
mailto:reisenhower@lanterdeliverysystems.com
mailto:mmorio@lanterdeliverysystems.com
mailto:Dkolb@lanterdeliverysystems.com
mailto:tketman@lanterdeliverysystems.com
mailto:reisenhower@lanterdeliverysystems.com
mailto:clee@lanterdeliverysystems.com
mailto:Bjones@lanterdeliverysystems.com
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Heather Simons 
hsimons@lanterdeliverysystems.com 

11.4 Ford Kansas City DDS DPA Report Distribution List  
Michelle Morio 
mmorio@lanterdeliverysystems.com 
 
Dan Kolb 
Dkolb@lanterdeliverysystems.com 
 
Ted Ketman 
tketman@lanterdeliverysystems.com 
 
Heather Simons 
hsimons@lanterdeliverysystems.com 
 
gtroche@ford.com 
 
jjohn249@ford.com 
 
sthiele8@ford.com  

11.5 Ford Kansas City Classic OS&D Report Distribution List  
Michelle Morio 
mmorio@lanterdeliverysystems.com 
 
Dan Kolb 
dkolb@lanterdeliverysystems.com 
 
Ted Ketman 
tketman@lanterdeliverysystems.com 
 
Rich Relleke 
rrelleke@lanterdeliverysystems.com 
 
Curtis Lee 
clee@lanterdeliverysystems.com 
 
Russ Brown 
rbrown@lanterdeliverysystems.com 
 
Heather Simons 
hsimons@lanterdeliverysystems.com 
 
Susan Camarillo 
scamarillo@lanterdeliverysystems.com 
 
Scott Wicks 

mailto:hsimons@lanterdeliverysystems.com
mailto:mmorio@lanterdeliverysystems.com
mailto:Dkolb@lanterdeliverysystems.com
mailto:tketman@lanterdeliverysystems.com
mailto:hsimons@lanterdeliverysystems.com
mailto:gtroche@ford.com
mailto:jjohn249@ford.com
mailto:sthiele8@ford.com
mailto:mmorio@lanterdeliverysystems.com
mailto:dkolb@lanterdeliverysystems.com
mailto:tketman@lanterdeliverysystems.com
mailto:rrelleke@lanterdeliverysystems.com
mailto:clee@lanterdeliverysystems.com
mailto:rbrown@lanterdeliverysystems.com
mailto:hsimons@lanterdeliverysystems.com
mailto:scamarillo@lanterdeliverysystems.com
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scowic@lanterdeliverysystems.com 
 
Terry Greiner 
tgreiner@utlogistics.com 
 
Wayne Graul 
wgraul@lanterdeliverysystems.com 
 
Mike McNally 
mmcnally@lanterdeliverysystems.com 
 
john.whitsitt@deliverylogistics.com 
 
kendalll@laniertrucking.com 
 
lindaf@laniertrucking.com 
 
maricelag@laniertrucking.com 
 
kfienhold@apexdelivery.omhcoxmail.com 

maunspach@utlogistics.com 

office@apexdelivery.omhcoxmail.com 

patrick.simmons@deliverylogistics.com 

whse@apexdelivery.omhcoxmail.com 

11.6 Ford Kansas City Classic COB Report Distribution List  
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Kent Meyer 
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Dan Kolb 
Dkolb@lanterdeliverysystems.com 
 
Ted Ketman 
tketman@lanterdeliverysystems.com 
 
Rich Relleke 
rrelleke@lanterdeliverysystems.com 
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reisenhower@lanterdeliverysystems.com 
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Curtis Lee 
clee@lanterdeliverysystems.com 
 
Russ Brown 
rbrown@lanterdeliverysystems.com 
 
Heather Simons 
hsimons@lanterdeliverysystems.com 
 
Susan Camarillo 
scamarillo@lanterdeliverysystems.com 
 
bwilkinson@1stchoicecourier.com 
 
john.whitsitt@deliverylogistics.com 
 
kendalll@laniertrucking.com 
 
lindaf@laniertrucking.com 
 
maricelag@laniertrucking.com 
 
operations@deliverylogistics.com 
 
fordoutbound@schneider.com 

jjohn249@ford.com 

jwoda@ford.com 

sthiele8@ford.com 

11.7 Ford Kansas City Classic Daily  Report  Distribution List  
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Curtis Lee 
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11.8 Ford Kansas City HVC and Freight Terminal Report  Distribution List  
Jim Johnson  
jjohn249@ford.com 
Sandy Thiele  
sthiele8@ford.com 
 
cflenoy@ford.com 
 
corderj@schneider.com 
 
gtroche@ford.com 
 
aterrel6@ford.com 
 
dbates39@ford.com 
 
fthoma59@ford.com 
 
srichm12@ford.com 
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