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PURPOSE

This Picture Process Map (PPM) aims to provide Goodwill

Transportation Drivers with a guide on appropriately filling out trip

sheets. These sheets are a record-keeping tool that helps drivers

manage various aspects of transportation operations, such as hours of

service compliance, fuel consumption, load information, routing, and

proof of delivery.

GLOSSARY

Dispatcher- team member responsible for coordinating and managing 

the movement of goods within the Retail Operations Center (ROC). 

Tonnage- refers to the total weight of cargo that a truck can carry. 

❑ Loops and RDC Driver Trip Sheet

❑ Trailer Swap Driver Trip Sheet

❑ Roll-off Driver Trip Sheet

❑ Fuel receipts

❑ Bill of Lading (Roll-Off Driver)

❑ Pen 

Required Documents and Materials
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1. Write this information at the beginning of your trip. At the topmost section of the Loop and RDC Driver 

Trip Sheet, fill out your name, date, truck number, start time, and start odometer. See the example below.  



2. Depending on the day, you can have as many as seven stops or fewer than that. First, indicate whether the stop is a 

Drop or a pick-up (P/U). With each stop, you are going to write the following:

a. Store number

b. Time in

c. Time out

d. MTs (if any)

e. As-Is (if any)

f. Product type (Raw or Pull)

g. And the number 

of Gaylords that are either

C, L, M, S, B, E, Furn. GL,

Loose, C/B (cardboard), 

Plastic, Metal, 

Seasonal, NG (New Goods), 

or Supply.
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3. At the end of the trip, indicate whether fuel was obtained. If yes, write down the number of gallons. 

Additionally, write the time for the lunch break and any other comments.   

4. Write the end time and end odometer, and sign off on it. Remember to submit the receipt to the dispatch 

along with this form.  

Fuel Receipt Example
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Below is an example of a completed Loop and RDC Driver Trip Sheet.

John Doe Jane Smith
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1. Write this information at the beginning of your trip. At the topmost section of the Trailer Swap Driver Trip 

Sheet, fill out your name, tractor number, start time, start odometer, and date. See the example below.  



2. Fill in the stops before the trip. Write the origin, time in at the store, time out from the store, trailer number of the trailer that 

was picked up, and the drop location. The drop location refers to where the trailer is being dropped. Indicate as well the time 

in and time out from the drop location and the mileage.
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Note: 

If the trailer was 

dropped off at the 

ROC, write the 

dock number.



3. At the end of the trip, indicate whether fuel was obtained. If yes, write down the number of gallons. Additionally, write the time 

for the lunch break and any other comments.   

4. Write the end time and end odometer, and sign off on it. Remember to submit the receipt to the dispatch along with this form.
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Fuel Receipt Example
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Below is an example of a complete Trailer Swap Driver Trip Sheet.

John Doe Jane Smith



1. Write this information at the beginning of your trip. At the topmost section of the Roll-Off Driver Trip 

Sheet, fill out your name, date, tractor number, start time, and start odometer. See the example below.
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2. Stops can vary on a day-by-day basis. For each stop, write down the origin, time in and time out from the origin, material 

type, vehicle type, drop location, time in and time out from the drop location, mileage, land ticket number, and tonnage. 

Material Type

E- electric

M- metal 

PL- plastic

C/B- cardboard

T- trash

Drop Location

Weinberger (WB)- trash

SA Recycling (SA)- metals and 

electric

City of Phoenix- trash

Liberty- metals only

White Tanks- trash

International Paper- cardboard

Friedman- hard plastic
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3. You will receive a land ticket number and tonnage when transporting materials to SA Recycling. The Bill of Lading 

document will also be used in SA Recycling. See the examples below.  
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4. At the end of the trip, indicate whether fuel was obtained. If yes, write down the number of gallons. Additionally, write the time 

for the lunch break and any other comments.   

5. Write the end time and end odometer, and sign off on it. Remember to submit the fuel receipt to the dispatch along with this 

form.  

Fuel Receipt Example
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Below is an example of a complete Roll-Off Driver Trip Sheet.

John Doe Jane Smith
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