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	  UPS Inbound shipments 
Collection & Delivery Instruction
                                         Owner / Department:  IBU – UAE Operations




	Overview
	As a Courier, all SMSA staff involved in arranging the Pickup, Handling Middle mile processes and last Mile Delivery, you must ensure the following steps are followed when handling UPS Inbound - Collection & Delivery.

	Person Affected
	Cashier, Couriers, Agents & SMSA Employees involved in UPS Airwaybill processing for Pickup & Delivery.

	Instructions
	UPS Inbound Shipments – Procedure Guidelines:

· Courier Pickup:
· Arrangement of inbound shipment pickup from UPS facilities at Dubai (Al Quoz) 07:00AM to 08:00AM and Abu Dhabi (Musaffah) 07:00AM to 08:00AM.

· Freezone/Bonded Shipments:
· UPS will deliver these shipments to SMSA facilities inside the Freezone. Upon receipt, SMSA Gateway will connect the shipment to its destination.   
For UAE Deliveries, an alert will be sent to for SMSA cashier for invoice processing and Station to arrange the delivery. 

· Shipment Collection & Inspection:
· Verify UPS waybill & number of packages. & Check for damages or missing Partial - if found, inform UPS dispatch immediately. And Count shipments physically & acknowledge on delivery sheet / Device. 

· Documentation & Transfer:
· Take a clear photo of the UPS waybill and share the photo in the SMSA UPS Inbound Alert WhatsApp group. And transfer the shipments to SMSA station / HUB facilities for next miles.

· Invoice Handling – DDU Shipments:
· Cashier sends invoice to the station email group.
· Station agent must Check package contents & print SMSA waybill & invoice and attach Blue CD alert sticker (Write DDP/DDU)
· Apply REX scan with dimensions/weight (e.g., 64*37*36 / 16.90).
· Add comment - “CD invoice attached with the package”.
· MPS (Multiple Piece Shipment), convert to Master Waybill & route for delivery.




DDP Shipments:
· Once Invoice (Debit Note) received via email, check DDP scan in core and account number (finance team already has provided account#). If found, apply DDP scan in core or verify finance-applied scan. 
· Alert courier of DDP mode and mark “DDP” on the sticker.
· Delivery & Payment Collection / DDU Shipments:
· Deliver package to customer. Collect cash upon delivery confirmation and release RV copy
· For bank transfers, share SMSA ENBD account and deliver only after finance confirms payment.
· Cheque Collection: Verify company name and date are correct. Do not collect if there are corrections or errors.


· Post-Delivery Updates:
· Tried to deliver based on OTP or must be collect signature of recipient.
· Courier must update RV number in Core system.
· Same day, remit all collected amounts to cashier.
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