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Dispatch Seminar
The seminar will teach the entrepreneur planning to start a dispatch service business how to
set up your business and succeed in your new venture.
Before we proceed to each chapter please get yourself familiar with several useful
informative details about setting up a home based business. Go to:
https://www.truckingsuccess.com/home-based-business

Chapter 1 - Truck & Trailer - If you have no experience in regards to the

trucking

industry, this chapter will explain some truck & trailer parts and functions you need to get
yourself familiar with in order to communicate professionally with your clients.

Tractor/trailer (18 wheeler)

The front wheels of a tractor are referred to as "the steering" When a tractor/trailer is
completely loaded, the maximum amount of pounds allowed by law is 80,000 pounds. These
pounds have to be split to several axels. The steering wheels ( first axel ) are allowed to carry
12,000 pounds.
The two axels with 8 tires behind the cab are referred to as "the drives". The drives are
allowed to carry 34,000 pounds.
The two axels at the end of the trailer are referred to as "rear end" and they are also allowed
by law to carry 34,000 pounds.
Since a trucker can't instruct the loading personnel to load his trailer exactly the way
explained above, he has to make sure that he is not overloading on any of the axels. Most
loads are not maxed out to 80,000 pounds, therefore he has plenty of opportunity to move
his trailer tandem and also move his 5th wheel to place the exact amount of pounds on each

axel allowed by law. The dispatcher is of course not responsible when a client is over loading
his/her truck, therefore he/she should only book loads with a brokerage company which do
not accede the amount of pounds allowed by law.
Example: Your clients tractor weighs 16,000 pounds and the trailer weighs 14,000 pounds.
The unit therefore weighs empty 30,000 pounds. Since you know now that the maximum is
80,000 pounds, you can only book loads with a brokerage company up to 50,000 pounds.
However, since truckers don't like to be loaded up to the maximum, you should always look
for loads under 50,000 pounds.

Chapter 2 - Your Home Office.
No matter where you live, house or apartment, you need to separate your business from all
other family activities around you. Creating a small office in one of the rooms is always the
best way to go. You need to be totally concentrated on the job when you deal with your
clients livelihood because they rely on your ability to find the best paying loads available. You
need to set up the following equipment:
1. Phone landline plus a separate cell phone in order to be available for your clients all the
time. Dispatching is not a 3-5 hour job, you need to be accessible 24 hours a day. Please
understand, you don't have to work all these hours. Most dispatching is done between 8 AM
and 1 PM. However in order to keep a client, you have to let them know that you are also
here to help in case of an emergency.
2. PC computer or laptop
3. Printer, Scan and fax - Most printers have all 3 functions. You do not need a fax these days
because most brokerage companies will accept scans for the forms, bill of lading, rate
confirmation sheet, invoices etc
3. Download adobe acrobat reader software for PDF documents.
4. Set up a company name for your operation and maybe file a LLC corporation with your
state corporation commission.
5. Purchase a domain name, related with your company name and create a professional email
address for your business.
6. Create a small website for internet marketing and SEO purposes. Also for marketing
purposes create a small video, outlining your services, and place it on YouTube.

7. Advertise your services on all social media you can think of, like Face Book, Twitter,
Instagram etc.
8. In order to promote your business, you also need to place free classified ads all over the
internet. There are thousands of sites available, please spent at least one hour per day and
place these ads, you need exposure in the beginning because starting a new business is
always a job only for the person who is consistent in his/her effort to succeed.

Chapter 3 - Getting to know your client.
You need to get an understanding for the truck drivers daily struggle on American Highways.
In other words, you must learn to handle his personality and after some time you should be
able to read his mind, know what kind of loads he like to haul and when he wants to go
home. In the first two to three weeks you need to communicate with him more often
because you need to create a relationship, get to know him and get him to feel comfortable
with your services. The relationship should have a pleasant understanding, the client is your
income and you like to keep him/her on-board, because your business depends on a
recurrent income.
You need to know how many miles he/she can drive per day. This information will help you
booking loads that can be delivered on time. If he/she can't make the delivery on time, you
have to reject that load and search for another load.
Information: A truck driver can drive behind the wheels for 11 hours and he/she also got
three hours of no driving time. This time is reserved for unloading or other business related
activities. After 14 hours on the job he is required by law to spend 10 hours in his/her
sleeper. After 5 days on the job ( 5 X 14 hours ) he is required after 70 hours to spend 34
hours off time before he/she can get back to his/her job and start driving.

Chapter 4 - Setting up a clients account.
Let your client know that you need 4-5 days to set up his/her account. Inform him/her that
your monthly flat fee is $450.00 and handling extra paperwork (invoicing & payment routing
etc.) you would charge an additional $45.00 per month. Explain to him that you can't charge
a percentage of the loads, because you are not a brokerage company. You don’t have a
broker’s license. You don’t carry a $75,000 bond, you don't carry insurance and you may be
subject to all kinds of lawsuits when things go wrong. Let him/her know that you have set
up your business legally and that you work ethical correct inside the industry.

Ask him/her how you should handle his/her schedule, in other words, how many days he/
she would like to stay out on the road and how many times per month he/she wants to be
home with his/her family. Also ask him/her in what area of the United States he/she would
like to operate.
Explain to him/her that you need a short contract between the two parties because you are
signing documents on his/her behalf and you need his/her authorization to do so.
You also let the client know that you sent an email with an attachment of the contract and
inform him/her what kind of documentation you need in order to set up the account.
The following is a sample of the email, the contract between the parties and sample forms
you will receive from your client:

A: Email letter to Client:
Subject: Your company name - Dispatch Service
Hello Mr. or Mrs. (customer name)
Please find as an attachment to this email the contract between our two companies. The
reason for the contract is the simple fact that I have to sign brokerage contracts and rate
confirmation sheets on your behalf. Most brokerage companies these days don’t accept any
signature signed by an independent dispatcher. That is absolutely understandable since in
the past a lot of these so called dispatchers have double or triple brokered loads and signed
illegally their contracts. If you have any questions about that matter, please don’t hesitate
and call me at: (phone number)
In order to set up your account (no set up fees) please return via scan or fax (fax number) the
following
documents:
- Signed contract between our companies
- MC authority certificate
- Insurance certificate
- Copy of your driver’s license (both sides)
- Medical examiners certificate
- Your W9 form
- Your truck & trailer number
- A list of at least 3 brokerage companies you have already done business with
Thank you very much for your interest in my services, if you have any questions please call
me at: (phone number)
Best regards,
Your name your phone number your fax number

P.S. You need these certificates and forms from your clients because the brokerage
company requests these documents before you can book a load with them. Once you are set
up with an account, you don't need to sent the documents again. It is a one-time effort on
your part to set up an account and become a customer with the brokerage company on
behalf of your client.
If you have any questions after you studied the seminar, you can call us any time for up-to
30 days after your purchase and get additional questions you may have, answered.

B: Sample Contract to Client:

Tiffiny's DispatchSolutions
13700 ABC Circle, ABC Grove, CA 92843
Phone: 714-468-0000 Fax: 714-000-0000
Email: ABC@gmail.com

DISPATCH SERVICE AGREEMENT
This Dispatch Service Agreement is entered into this day
of ,
between the following parties whose names and addresses are set forth below:
ABC Express
3675 Brookwood Blvd
Rex, GA 30273
and
Tiffiny's Dispatch Solutions
137 ABC Circle
ABC Grove, CA 92843

The above parties hereby agree that upon the commencement date of this Dispatch
Service Agreement, both parties are bound by the terms of this Agreement.
This Agreement shall not be changed, modified, or rescinded except in writing and any
attempt at oral modification of this agreement shall be void.
The purposes, terms and conditions of this Dispatch Service Agreement are as
follows:

PURPOSE
Tiffiny's Dispatch Solutions will provide a transportation dispatch service to ABC
Express during the duration of this Agreement. The scope of this service is limited to
finding, providing and dispatching loads on behalf of ABC Express.
TERMS
ABC Express will provide in a timely manner to Tiffiny's Dispatch Solutions the following
information needed for dispatch:
Date and time when truck will be available for dispatch.
Location of truck to be dispatched.
Preferred destination for truck to be dispatched to.
Alternative destination for truck to be dispatched to.
Estimate of expected freight rate/revenue of requested load.
Tiffiny's Dispatch Solutions will locate loads based on the aforementioned criteria on
behalf of ABC Express and will provide the load information to ABC Express.
ABC Express is not obligated to accept the load(s) located by Tiffiny's Dispatch
Solutions. However, once ABC Express has accepted the load(s), ABC Express will
assume all responsibilities for the load(s), including picking up and delivering the
dispatched load(s). ABC Express will also carry liability insurance in the amount of 1
million dollars and cargo insurance in the amount of $100,000.00.
ABC Express authorizes Tiffiny's Dispatch Solutions to sign contracts with brokers and
shippers on behalf of ABC Express. ABC Express agrees to honor all non-competitive
clauses as set forth in the transportation contracts and agreements of brokers and
shippers which Tiffiny's Dispatch Solutions signs on behalf of ABC Express.
CONDITIONS
Tiffiny's Dispatch Solutions charges a monthly fee of $450.00 per truck (Four Hundred
fifty) for the load dispatch service, which is due on the first day of each month. The initial
monthly service fee of $450.00 will be pro-rated and is due and payable by credit card
after this Agreement is signed and returned to Tiffiny's Dispatch Solutions.
The term of this Agreement is from month to month unless canceled. Either party can
cancel this Agreement at any time giving notice at least 1 week before the end of the
month.
The parties understand and agree that:
* Tiffiny's Dispatch Solutions is not a freight broker and does not act as one.
* Tiffiny's Dispatch Solutions does not receive commissions from shippers or brokers
who originated the loads.

* Tiffiny's Dispatch Solutions has no financial interest in the loads dispatched and is
not responsible for the settlement of loads dispatched.
* ABC Express is solely and exclusively responsible for billing and collecting payments
for the dispatched loads that ABC Express accepted and agreed to deliver. Other
arrangements can be negotiated.

IN WITNESS WHEREOF, the parties hereto have signed this Dispatch Service
Agreement on the day and year first written above.
ABC Express

Tiffiny's Dispatch Solutions

C: Forms you receive from your clients
MC Authority Certificate

Insurance Certificate

Clients W 9 form

Chapter 5 - Setting up a client file and organize your clients
documents.
You have to create a client file folder with pouches inside. On the left side you will organize
all your clients documents. (see letter to client)
On the right side you will organize the paperwork you receive from the brokerage company
including the brokerage contract etc. The documents you receive from the brokerage
company will be explained after this chapter.
You need to place a sticker on the front of your file with all your clients information. This
information should include the following:
1. Carrier name, 2. carrier address, 3. drivers name, 4. MC #, 5. drivers cell phone, 6. drivers
home phone, 7. drivers fax #, 8. truck #, 9. trailer #, 10. VIN #, 11. empty weight, 12. DOT #,
13 insurance phone #, 14. EIN #.

Chapter 6 - How to work with brokerage companies.
You must establish a good business relationship with each brokerage company. It will take
some time, but always remember that the best paying loads always go to the carrier they
know and the carrier they are doing business with for some time.
If you contact a brokerage company on behalf of your client the first time, the experience
might be quite different from another company you're calling. One company might have
done business with your client before and all his credentials are on file, therefore all the
brokerage company will sent over to you, is the rate confirmation sheet. You have to sign the
rate confirmation sheet, and sent it back to the company and the load is yours. All you have
to do now, forward the rate confirmation sheet to your client so he/she got all the
information necessary to pick up the load. Example of the rate confirmation sheet below:

If you call a brokerage company and this company did not do any business with your client
before, you have to handle quite some paperwork in order to secure the load for your client.
Remember that this will be a one-time process because after you have exchanged all the
paperwork required, you don't have to do again. The process will start as follows:
First, the brokerage company will sent you a so called package. This package will include the
following documents:
1. Brokerage contract between your client and the brokerage company. You will sign this
contract on behalf of your client. (remember the client contract between you and your client)
2. Brokerage MC # ( brokerage companies also carry a MC # )
3. Brokerage Insurance certificate
4. Brokerage Bond certificate of $75,000
5. Brokerage W 9 form
Second, when you receive the package, sign the brokerage contract immediately, add your
clients documents, MC #, insurance certificate, W9 form, drivers license and medical
certificate, truck & trailer # and also the reference list and sent it back. Time is of the essence
because the load you want might be gone after some time, because another agent inside the
brokerage company handed it over to another carrier. Don't be encouraged, at least you are
now signed up and another load might be available from the same brokerage company after
all your documents are excepted.
If your client ask you to handle his paperwork to get paid, you need to ask what kind of pay
period he would like. Brokerage companies pay in 30 days or they offer quick pay. If your
client need quick pay, ask the brokerage company what percentage they are charging. Most
companies charge between 1.5 and 3 % from the rate of the load. Example: If the load pays
$3,000 and the company charges 3%, you need to deduct $90.00 from your invoice. The
amount the brokerage company will wire into your clients bank account is $2,910.00.
If you handle your clients paperwork, the following documents need to be sent to the
brokerage company a.s.a.p. because quick pay pays in 2 business days.
1. Bill of lading
2. Rate confirmation sheet
3. Invoice.

See samples of the bill of lading and invoice below:

Chapter 7 - How to find loads and what load board to use.
We are recommending the use of the DAT load board. It is the oldest load board in the United
States and now it is also the biggest load board because DAT has just purchased Get
Loaded.com. The load board is also the safest board on the market today, because DAT will
allow only brokerage firms with a 90+ credit rating onto the board.
What does that mean for you? You never have to be afraid that some brokerage companies
will not pay and your client never will see his/her money. That would be of course
devastating to your clients business, as well as your business reputation. The board also will
tell you if a company is a member of the TIA, the oldest organization who keeps track of all
brokerage companies and allows only companies with the highest ethical standards to
become members of the organization. Bottom line, you are playing it safe from the start.
The use of the load board is pretty easy to navigate and you can sign up on our website:
https://www.truckingsuccess.com
You can find loads by navigating in a certain radius where your truck is located at the time
and you can also narrow it down to the destination you want to go. You also can place your
clients truck in advance at the destination he wants to go.
Always use advance dispatching. You know that your client would like to go out on Monday
morning, therefore you do not start looking for loads on Monday morning. You start looking
for the Monday load at least 3-5 days in advance. When your client leaves the loading place
on Monday morning, you already start looking for a load at his/her destination, even if it
takes him 3 days to get there. Always in advance, never let him sit in a truck stop with no
load waiting for him. Always remember, when his wheels are not rolling, he is making no
money. He/she will look soon for another dispatcher.
If your client is operating in 48 States, please use the round trip concept.
Example: loads from the west coast to the east coast paying a decent mileage rate. Loads
from the east coast to the west coast are paying, let's say very badly. That's when the round
trip concept makes absolutely sense. You book a load from the east coast to the mid west
and then secure a load from the mid west back to the west coast.
Example: load from west coast to east coast $6,000.00 - load from east coast to mid west
$1,000.00- load from mid west to west coast $3,600.00 - Round trip total: $10,600.00

If you would have taken a load from the east coast back to the west coast, without a stop in
the mid-west for $3,600.00 your round trip would be $9,600.00. With the round trip
concept you gained $1,000.00 more for your client.
Below please find some screen shots from the DAT load board.
Remember, if you have any questions, please call us any time for up-to 30 days after you
purchased the dispatch seminar. Call 602-864-8056

Screen shots DAT load board:
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