
Service Order Form Instructions for Shipments
from Mexico to the U.S. (English Version)

Shipper / Consignee: Complete the shipper and 
consignee sections by entering the shipper/
consignee name, address, colony, zip/postal 
code, city, state, contact name, and telephone.

Broker Information: Complete BOTH Mexico 
and US broker sections by entering the broker 
name, address, zip/postal code, city, state, 
contact name, and telephone (This section is 
not required for shipments within Mexico).

Please fill out the following sections accurately and completely before submitting your request by email.

Bill To: If the party who will be paying for the 
shipment is different from the Shipper or 
Consignee, complete the Bill To section by 
entering the company name, address, colony, 
zip/postal code, city, and state.

Prepaid / Collect: Indicate if this is a prepaid or 
collect shipment by circling one option. 

Special Instructions: If you have any special 
instructions for this shipment, please specify 
it here.

Shipper Number: Enter a shipper number, if 
applicable.

P.O. Number: Enter a P.O.number, if applicable.

Shipment Details: Complete the shipment details 
section including the number of pieces, packaging, 
description of the shipment, weight (indicate either 
kgs or lbs), volume (indicate either meters or feet), 
and NMFC Class (NMFC is not required for shipments 
within Mexico).

Reference Numbers: If you have any reference 
numbers(s) for this shipment, insert the 
number(s) here.

Additional Coverage: Indicate if you need 
additional coverage by specifying the value of 
the additional coverage needed.

e_ClaveUnidadPeso: Enter the Units of Measurement 
and Packaging Code for the freight being shipped.

e_ClaveProdServCP: Enter the Product and 
Service Code for the freight being shipped.
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PRO Number: Enter a valid 10- or 12- digit PRO
number. 

RFC Shipper: Enter the Tax ID for the shipper.

RFC Consignee: Enter the Tax ID for the
consignee. 

Third Party Account Number: Enter the third-
party account number responsible for paying 
freight charges if neither the shipper nor the 
consignee is responsible for the freight charges.

Shipper Account Number: Enter the shipper 
account number if they are responsible for 
paying the freight charges.

Consignees Account Number: Enter the 
consignee account number if they are 
responsible for paying the freight charges.
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