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TRANSPORT

I1T’S ABOUT TIME.




Revised March 12, 2012
Oakrun Farm Bakery
Standard Operations Procedures

Scope of business – Dedicated Delivery Services
OVERVIEW OF OAKRUN’S BUSINESS 
Oakrun Farm Bakery (OFB) is located in the farming community of Ancaster ON and founded in 1979.  They’ve got over 300,000 square feet of production and freezer space; producing muffins, cookies, scones, tea biscuits, crumpets, bagels, angel food cake pound cakes, Danish, etc. for in-store and foodservice clients across North America. 
Their fresh products are delivered on bread trays to 25 specific drop locations across Ontario nightly.  At about 5am these fresh goods are picked up by Oakrun’s small delivery trucks and delivered directly in the stores.   Empty bread trays are picked up from the stores and brought back to the drop locations and eventually return to OFB to be reused.  
GX TRANSPORT’S ROLE IN OAKRUN’S BUSINESS
Jan 18, 2012 – GX Transport was hired to deliver the linehaul product from OFB to the drop locations starting with one truck/driver working 5 nights.  Oakrun will deplete their own fleet as truck leases expire and GX will provide additional trucks/drivers.    
DEDICATED DELIVERY SERVICE DETAILS

Equipment required:  Single axle tractor (sleeper for long runs) and Driver that weighs a minimum of 150 lb to be able to tip bread trays over onto cart.   Trailer is owned and maintained by OFB.   PPE – steel toe boots, uniform, photo ID and hair net must be worn while in OFB’s plant. 
All deliveries are evening unattended deliveries and must be delivered by 5am the next morning.  The customer is to be contacted via email if there are any delays with the schedule.  The distributors should also be contacted directly if there are delays.  Driver has a briefcase with delivery profile binder details and keys.  A copy of all delivery profiles / photos are saved in the CUSTOMER FOLDER on the F drive. 
Current Run Schedule:  

Sunday: Route #1 - Ready time @ OFB - 7PM - Kitchener/London/Chatham/Windsor.  413 miles
Total Run time starting and ending at OFB – 12 hours (must be back in Ancaster by noon)  
Monday - Route #4 - Ready time @ OFB - 9PM – Toronto – two Trips. 208 miles
Run time starting and ending at OFB – 9 hours 

Tuesday - Route # 4 – Ready time @ OFB – 6PM - Toronto - two Trips. 208 miles
Run time starting and ending at OFB – 9 hours  

Wednesday – Route #1 - Ready time @ OFB - 7PM - Kitchener/London/Chatham/Windsor.  413 miles  

Run time starting and ending at OFB – 12 hours  (must back in Ancaster by noon) 

Thursday – Route #1 - Ready time @ OFB - 8PM - Kitchener/London/Chatham/Windsor.  413 miles
Run time starting and ending at OFB – 12 hours (must be back in Ancaster by noon)
Trailer will be loaded by OFB shippers and ready as per agreed upon times.  

Upon arrival at OFB the driver checks in with shipping department, confirms trailer # and will be given an Oakrun driver trip sheet.  At this time he is to ensure the trailer is loaded safely, he has the correct invoice bags and paperwork for all deliveries.  Also must ensure he has the four wheel cart - stored at the tail of trailer to prevent damage. 

Delivery process – at delivery location the driver unloads the stacks of bread trays using the four wheel cart from the trailer, and then reloads the empty bread trays back on to the trailer.  
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Driver is to complete 2 copies in of the following detail (using Carbon insert), one copy goes to Oakrun upon completion of the trip and one copy goes to GX for billing purposes. 
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DATA ENTRY PROCEDURE
Enter the freight bill with Oakrun Farm Bakery 0003375 as Bill to and Shipper.  

Ship date is the Start Date.  

Consignee will be according to the route the driver has done - cities and Dist codes will be written on trip sheets.  There are 2 different routes code for each week:  

Route #1, Route #4 (route details, contact numbers and rates can be found on Oakrun's main account in the notes section). 

Deliver date is the Finish Date. 

Enter exact total # of trays delivered in the piece count and 20,000 lb

Service is:  DDS 

Dispatch:  enter driver and truck #

Leave in AVAILABLE status.

Afternoon dispatcher should assign the freight bill to a trip & add the truck and driver – if the plant is late sihpping or the drliver is late/has delays on his route the trip should be updated.  

INVOICING PROCESS
Email weekly statements, OFBs calendar week is Sunday to Thursday.

Consolidated Invoice Statements should be emailed to Doug McBride doug@oakrun.com
CUSTOMER SERVICE REQUIREMENTS

Shipping Dept must be contacted if the driver is going to be late arriving at OFB for his shift: 
Afterhours line:  905.648.1818 ext 289

The following individuals need to be contacted via email if the driver is going to be late returning after his shift and cannot be back by noon the following day (empty bread trays are required for production immediately).  

Primary Contact:Gary Schnurr gschnurr@oakrun.com Office:  905.648.1818 ext 284 Cell:  905.961.0581

Secondary Contact - Dan Pakis dan@oakrun.com  Office 905.648.1818 ext 327 Cell: (905) 902-0217  

Sales Representative for Oakrun Farm Bakery – Rachel Arseneau
All deliveries are evening unattended deliveries and must be delivered by 5am the next morning.  The customer is to be contacted via email if there are any delays with the schedule.  The distributors should also be contacted directly if there are delays.  Distributor contact information is in TMW under contacts tab of the Route codes.  A copy of all delivery profiles / photos are saved in the CUSTOMER FOLDER for OAKRUN on the F drive. 

