Customer Billing Information
To ensure your account is set up correctly, please answer the following questions and return to the Accounts Receivables Representative assigned to your account.
[bookmark: Text10]Your assigned ARR:      
Contact Information
1. Account AP Contact Information:
a. Main contact:
i. Name (First & Last):      
ii. Email:      
iii. Phone Number:      
b. Escalation contact:
i. Name (First & Last):      
ii. Email:      
iii. Phone Number:      
c. [bookmark: Text8]Email address that will be sending in payment remittances:      
2. Payment Remittances are to be sent with Customer Name and Payment Amount in the subject line to: AR_Customer_Remits@jbhunt.com
3. [bookmark: Dropdown13]Would you like your aging reports emailed automatically? If yes, please provide additional information: 
a. Contacts to receive automatic agings:
i. [bookmark: Text22]     
ii. [bookmark: Text23]     
b. [bookmark: Dropdown9]Frequency: 
i. [bookmark: Text24]If weekly – Day:      
ii. [bookmark: Text25]If monthly – Date:      
Billing Information
4. [bookmark: Dropdown2]Billing Method (Please select one, and then fill out the corresponding section below with method specific information): 
a. Physical billing address for invoices, if applicable:
i. [bookmark: Text1]     
b. Email invoicing:
i. [bookmark: Text9]Email to send invoices to:      
c. EDI invoicing – Please attach EDI billing guidelines (*Note: New EDI setup could take up to 4-6 weeks for completion. An alternative billing method will need to be utilized until EDI setup is complete).
5. [bookmark: Dropdown3]Payment Method (Please select one, and then fill out the corresponding section below with method specific information): 
a. [bookmark: Text14]Check – Please provide MICR #:      
b. ACH – Please provide either ACH ID or Tax ID:
i. [bookmark: Text15]ACH ID:      
ii. [bookmark: Text16]Tax ID:      
6. Do you use a payment agency to process your freight invoices? If yes, please provide the following: 
a. [bookmark: Text3]Payment Agency Name:      
b. [bookmark: Text4]Payment Agency Website:      
i. [bookmark: Text5]Instructions for login:      
ii. [bookmark: Text6]Is the site SCAC specific?      
c. Payment Agency Contact Information:
i. Name (First & Last):      
ii. Email:      
iii. Phone Number:      
d. [bookmark: Dropdown1]Do you store rate, fuel, and/or accessorial information in your TMS? 
i. [bookmark: Text7]If yes, please provide all information for the TMS as well:      
7. [bookmark: Text26]What are the payment terms you have set in your system? (**Note: J.B. Hunt standard payment terms are Net 15. Anything different will need to be discussed and approved by your salesperson)      
8. [bookmark: Dropdown12]Do you have an invoicing standard operating procedure (SOP)? If yes, attach. 
9. Do you require a specific reference number on invoices? 
a. [bookmark: Text11]Please provide a sample of that number:      
b. [bookmark: Text12]How will this number be provided to J.B. Hunt?      
10. [bookmark: Dropdown4]Fuel Program: 
a. [bookmark: Text18]Customer specific description:      
b. [bookmark: Dropdown5]Fuel calculation date: 
i. [bookmark: Text19]‘Other’ description:      
11. [bookmark: Dropdown6]Mileage Program: 
a. [bookmark: Text20]Version Number:      
b. [bookmark: Dropdown7]Calculation Type: 
i. [bookmark: Text21]‘Other’ description:      
c. [bookmark: Dropdown8]Practical or Shortest: 
12. Do you require any backup documents to approve any charges? Select all that apply:
a. [bookmark: Check1]|_| POD
b. |_| BOL – we can do a or b, not both
c. |_| Lumper receipts
d. |_| Late fee receipts
13. Do you accept supplemental (auxiliary) invoices, or does everything have to be billed on the original invoice?
a. [bookmark: Check2]|_| All on original
b. [bookmark: Check3]|_| Will accept supplemental invoices
c. |_| Will accept certain charges on supplemental invoices (i.e., accessorials)
i. [bookmark: Text13]Please describe:      
14. What is the expectation for billing accessorials?
a. Is Authorization required before billing? If so, please advise which one process is required: 
i. [bookmark: Check4]|_| Manual Authorization: email provided to contact with the charges on a required form or JBHunt provided format. If website entry and approval is required, please attach website instructions and contact information. 
ii. [bookmark: Check5]|_| Auto Authorization: charges are sent for approval systematically. Identified contact will receive a link where they can review for full approval, partial approval or denial of the charge.
iii. [bookmark: Check6]|_| Times on Bill of Lading: the BOL with signed in and loaded/departure times is included with the invoice. Nothing is sent for approval before invoicing.
iv. [bookmark: Check7]|_| Approval prior to billing and invoicing: Provide an internal escalation contact other than those receiving the initial request for approval in the event of no return response. 
1. Escalation contact: 
a. Name (First & Last):      
b. Email:      
c. Phone Number:      
b. [bookmark: Dropdown10]Do you only want to be notified of the charges prior to invoice? If so, please advise contact information. 
i. [bookmark: Text17]Notification contact information:      
c. If you do not require authorization nor notification, we will invoice the events as they occur. 
d. These are the Accessorials monitored for special billing. If applicable to authorization selection above, please select all accessorials to be monitored: 
i. |_| Power Detention
ii. |_| Detention without Power/Equipment Detention
iii. |_| Dwell Detention at Rail Ramp
iv. |_| Lumper load/unload
v. |_| Bobtail
vi. |_| Truck Order Not Used
15. [bookmark: Dropdown11]Can we set you up for JB Hunt 360 (our carrier site that allows you to view loads in transit, pull paperwork, approve accessorials, and more)? 
16. Please list any other billing specifications that were not addressed by this questionnaire:
a. [bookmark: Text27]     
b. [bookmark: Text28]     
c. [bookmark: Text29]     
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If any of these billing preferences change at any point in time, please send an updated billing guide to the Accounts Receivables Representative assigned to your account.J.B. Hunt Business

