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Entitlement Finance
Payroll Offcr Payroll Offcr Payroll Offer
Employee should bear
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customer Hand over payments forwarded to
Collect payment payment & copy Deposit Accountant Enter payment
from customer of receipt to payments details
» » cashier
>

Title: Collect Payment from Credit Customers
Authorization: Update Pending

Author: Edwin Ramos
Date: 5/26/2010
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Accountant
(s) aBs

Debt written
off

— X

Documents
filed

N

Owner: Shaji George

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

O Actions

@ Change Log

Version: 3

O Feedback
® Keywords

@ Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.2.1.1.5 Draft Copy

Ensure signed by
Accounts Receivable
supervisor

Payment not Copy sent to

ready after 3 Q Account
months Send 1st, 2nd & Executives
3rd reminder by
email to
e
customer

Send final
reminder by
email to
customer

Arrears Collection Follow up

Ensure signed by
Accounts Receivable
supervisor

Deactivate
customer at
SMSA

Assign
collection to
aceountant

Customer not

agree 1o pay Assign

collection to 3rd
party collector /
Legal

——

Customer
agrees to pay

Title: Arrears Collection Follow up
Author: Edwin Ramos
Date: 5/26/2010
Volume: 0.00 Per Second

Collections

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Customer
recommended
for write off

Handoverfor
approval

FIN Mngr

Approval
obtained

Update system
with bad debt
details

(s) aBS

Accountant

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 2

Debt
written
off

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.2.1.2 Draft Copy

Collect Payment from Cash Customers

¥+

Pickup cash and
receipt from

retail center

Title
Author
Date
Volume

. Collect Payment from Cash Customers

Prepare cash

. Edwin Ramos

: 5/26/2010

: 0.00 Per Second

¥

Collect cash
from courier

Report

forwarded to

retail

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

v

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions

@ Change Log

Version: 3

O Feedback
® Keywords

@ Change Requests O Read Only



Cash remitted

—  p cashremittance

Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.6.2.1.2.2 Draft Copy

G

by Retail
Floater
Receive & verify

Cashier

Amount
verified with
discrepancy

Resolve cash
discrepancy with
Retail Floater

Amount

Cashier to verify in S-
Panel the amount due
per RTLExec based on
the manifest and
otherdocuments
submitted (AWBs,
receipt vouchers).

Cash Remittance from Retail Centers

Discrepancyin

Reconcile any
discrepancy noted by
the accountant

Cash deposited at
company designated
bank

Problem
resolved

Manifest
Saned Wl am G| Documents Veriy deposit
Accept cash : P Handf)ve_rbal.\k reconciliation amount agrees
Deposit cashat deposit slip with with supporting
bank supporting documents

documents

Cashier

Deposit amount reconciled

Accountant

The Reconciliation
Report would identify
Airwaybills not

Unable to
resolve
discrepancy

Connect
to RTL

: Cash Remittance from Retail Centers
Authorization: Update Pending

. Edwin Ramos
1 6/2/2010
: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Accountant

Documents
filed

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Ready for
System
Recei system Undat " dated
eceive update pdate accounts update Generate
documents register Reconciliation
Report

Version: 2

remitted

Accountant
(s) @Bs (s) aBs

Large amount
referred for
investigation

O Actions
@ Change Log

Link To:
Conduct
Investigation

O Feedback
® Keywords

@ Change Requests O Read Only



Cash receipt

New Landing Page - Level 1.1.6.11.6.2.1.2.3 Draft Copy

Cashier
accepts

receipt Verify receipt

complete Hand over
receipt to
cashier
—_—W

Cashier

Unable to verify,
cash refused

Resolve
receipt

problems with
courier

Ops Agent

Unable to
resolve

Title: Collect Cash from Courier

Author: Edwin Ramos
Date: 6/2/2010

Volume: 0.00 Per Second

Accept cash
from courier

Collect Cash from Courier

Problem
resolved

1. Deposit slip

3. Airwaybill

Documents to hand-over:

2. Cashsalesreceipt

Version: 3

Deposit amount must
tally with supporting
documents

Cash & docs

Pickup Cash And
Receipt From Retail
Center

Ca.sh DoFuments ; Q received from
deposited at available for A/R Executive
i bank reconciliation
Deposit cash Hand over Verify deposit
documents amount
Documents kept for 10
dol years
System can Accounts Q Documents
. Hand o\/tert be updated Undat N register filed
locuments to pdate cas updated Hand over
the billing received documents to
agent Accountant 4’)(

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Cashier
(s) aBS

Link To:
Conduct
Investigation

Cashier Air wayhills not remitted

Report exported to excel
Attachment: Rules for
variancesin recon report

Report forwarded
to OPS/RTL

Large amount
involved

Run
reconciliation
report

Accountant

(s) aBs

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.2.1.2.3.5 Draft Copy Version: 2

m Verify Deposit Amount Agrees with Supporting Documents

Documents
available for R " Deposit and
- econcile
reconciliation documents
corrected

depositto
supporting

) documents )

Full amount not
submitted

Settle outstanding
money/

documents
Resolve

problem
I

Acctg Supvr

Title: Verify Deposit Amount Agrees with Supporting Documents Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 6/2/2010 Review Date: None O Change Requests O Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.6.4 Draft Copy

Purchase
‘ 4] request ‘ M
Business Ordering of initiated Process Copies
requirement SMSA Network purchase filed
Supplies requests
—_— —X

Purch In-charge

Yearly review

business M equest et financtl & addendun
Requirement Ordering of Rrocesse: d year) 52’:\3’2 ifr:)er
» Local Supplies ’x SMSA x
Title: BAH - Purchasing Owner: Shaji George
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 7/1/2018 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.4.1 Draft Copy

Purchase request
received thru
Email

NN

$0H

Process purchase

request

Purchasing

Purch In-charge
(s) E-mail

Title: Purchasing
Author: Edwin Ramos

Date: 10/6/2010
Volume: 0.00 Per Second

Vendor paid,
receipt filed with
payment voucher

Delivery receipt,
original invoice &
inventory report

eeeeee

Awaiting deli
“byvendor/ +
supplier
Process payment
forsupplies
delivered
Purch In-charge
Receive
Supplies
Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

d

Owner
Diagram Version
Review Date

. Shaiji George
. Draft Copy
: None

F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



Purchase
request
received thru
Email

—_—>

Title: Process Purchase Request
Edwin Ramos
6/2/2010

Author:
Date:

Check &
allocate
Purchase
Request

Purch In-
charge

(s) MS Excel

Dobudget
check

Accountant

(s) MS Excel

New Landing Page - Level 1.1.6.11.6.4.1.1 Draft Copy

Quotes should be based on
service / quality and price
For Bulk orders: Product
samples & product evaluation
isrequired for new items
from a new supplier.

All purchase requests
should be routed
through dept. Nat'l
Administrators/
coordinators.

PR allocated
according to
category

Three (3) quotations required
for each item.
See list forexceptions.

RFQsent to
Generate supplier
Request for
Quotation

(RFQ) Report

Update
quotations &
run quotation

analysis rpt

FIN Mngr

MS Excel

G D rwnlsmmn Damiines

® Cut-off date for Stationery Purchase
Request 10th of every month
* Stationery PO will be issued once a month
* Purchase exceptions: 1) Unique supplier-
only one quotation available 2)
Recommended supplier approved by
management

A 4
Q Rgpol’t Process PO processed
printed
Purchase
Order

Check for
completeness &
accuracy of info/

supporting

documents.

¢

Verify & check
Purchase
Order

Purch In-
charge

Reason for being
rejected:

1. Missing Doc's

2. Need add'l info.

MS Excel

Reason for being
rejected:
1 Need add'l info.

3. Price Variance 2. Other reasons

Req Req

Purch In-
charge
Check vs. CAPEX Budget Reason for being
*State reason for rejection ol rejected:
(e.g. Request not budgeted 1. Missing Doc's
requires special approval 2. Need add'l info.
from DMD) ] 3. Price Variance
) )
Request 1st Line
budgeted Approve Approval
request

Volume: 0.00 Per Second

Nat'l Mngr-FIN

(s) MS Excel

Authorization:

Approve
request

Director FIN

(s) MS Excel

Update Pending

Cost Per Second: $ ,3.5,E-0317

2nd Line Final
Approval Approve Approval
request
MD
(s) MS Excel
Owner:

Diagram Version:
Review Date:
F.TE.

Purch In-
charge

1. Submit to
FIN original

MS Excel

Awaiting

D delivery by
vendor/
Print PO report supplier
& submit for
payment
Purch In-
charge

Shaiji George
Draft Copy
None

0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests O Read Only



Delivery
receipt, original
invoice
received

Title: Process Payment For Supplies Delivered
Author: Edwin Ramos
Date: 6/2/2010

g
Match Purchase

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.6.4.1.2 Draft Copy

Process Payment For Supplies Delivered

Submit purchase
order, purchase
request & supplier
quotes to Accounts
Payable

As per agreed terms
with vendor

Vendor paid , receipt
filed with payment

Match
complete Hand-over
documents to
Accountant

Document
sreceived

X

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

O Actions

@ Change Log

Version: 3

O Feedback
O Keywords

O Change Requests O Read Only



Documents

New Landing Page - Level 1.1.6.11.6.4.1.2.3 Draft Copy

Payment Process

. Data i
received Book the entered Approve invoice Amount g;iii::n?::‘; vogd’ler Approve the Bank Approve the
to process approved printed online bank online bank
expense payment transfer
payment voucher transfer details approved transfer
R
m m e “
Offer
(s) Excel
1st signature
Vendor paid,
Approve the 2nd Send Email to Email sent Request receipt reieipﬁiled
signature i ‘with payment
online bank 8 vendor with for online bank vozc\t/uer
transfer bank t"".nSfe’ transfer
details »

Title: Payment Process

Author: Edwin Ramos
Date: 6/2/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner
Diagram Version
Review Date

. Shaiji George
. Draft Copy
: None

F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.4.2 Draft Copy Version: 3

Determine Vendors for SMSA

Vendor Evaluations are carried Committee = Purchase

Yearly review
(1st month

out for routine procurements department,
and does not apply to project- R inventory & end users
From potential department

base procurements
vendors

Products & Bids

o]

-

(|

Requirements

E Vendors can

|

o

)

nsxtf;r;:)nual ) semc}es . known be contacted submitted
v ‘dzn“:v& categorize ngelop " Identifya list Invite bids & Evaluate
products b r;quilreljnefn s of potential technical technical
- services to be Cmer_'a or vendors proposals proposals
procured suppliers

Purch In-
charge

Purch In-charge

Purch In-
charge

Proposal rejected

Purch In-
charge

Vendor Eval
Comm

Proposal accepted

l

M Coumerl E Confirmation E Com-men‘ce * E
Request :s:iﬁ:d Send sent;vendor trading with Addendum
counter conformation notified Request. vendor Perform yearly 10 contract
proposal from i vendor to sign appraisal of
vendor emal contract vendor X
Purch In- Purch In- R Purch In-
charge charge
charge charge
Contract Contract
forwarded for approved by
review Legal Dept.
Legal

Title: Determine Vendors for SMSA

Author: Edwin Ramos

Date: 6/2/2010

Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

. Perform Yearly Appraisal of Vendor

. Edwin Ramos
1 6/2/2010
: 0.00 Per Second

Confirmation

-

New Landing Page - Level 1.1.6.11.6.4.2.10 Draft Copy

Perform Yearly Appraisal of Vendor

Minimum of 4 suppliers
from each category
(stationery, fixed assets,
fumnitures, IT equipments)

needsto be evaluated.

g

Evaluate vendor
service / quality /

pricing

®

Evaluation Renegotiate Addendum to
completed terms with contract
vendor

L »

Vendor Eval

Comm

Negotiations
fail vendor
removed

Owner: Shaji George
Authorization: Update Pending Diagram Version: Draft Copy

Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.4.3 Draft Copy

Link To: Process
Corporate
identity

Approved
design and
product specs

Business

requirement
a Select supplier

Supplier
provide
samples

Ordering of SMSA Network Supplies

e
Purch In-charge
Samples
redone
by
supplier

Purch In-charge

MKT

Return samples

to Supplier

Supplier cannot fulfill
business requirement

Title: Ordering of SMSA Network Supplies

Purch In-charge

Samples
rejected by

Link To:
Receive
Operational
Supplies
Target delivery
Adhoc Order date of supplies
(Shortage of must be specified
Supplies)
Forward Samples * Q Purchase
db t
amite | | s
Marketing Purchase
Dept. Request (PR)

Purch In-charge

Owner: Shaji George

Author
Date
Volume

. Edwin Ramos
1 6/19/2016
: 0.00 Per Second

Authorization:

Cost Per Second:

Update Pending

$ ,3.5E-0317

Diagram Version: Draft Copy
Review Date: None
F.T.E.. 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.6.11.6.4.4 Draft Copy Version: 2

m Ordering of Local Supplies

Request not
budgeted

|

Request for Request for

Bus.iness Check and non regular Request on regular Request
Requirement pilrj‘riI'Jiﬁa;:e suppﬁ es Do budget check budgeted Arepslﬁ‘;i suppﬁes Pri ntOPrl;Ldrw ase  processel d
request 4>X
Purch In-charge CGM m
(s) MS Excel X cel
Menthly Budgeted
'
()
Initiate
purchase order PO initiated
from approved
vendor
Title: Ordering of Local Supplies Owner: Shaji George O Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 8/29/2020 Review Date: None O Change Requests O Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Volume

: BAH - Freight Department

. Mohammed Altamush Khan
Date:
: 0.00 Per Second

10/6/2020

New Landing Page - Level 1.1.6.11.7 Draft Copy

BAH - Freight Department

Customer
enquiry

N

Freight Ops
Supvr

Authorization: Update Pending

Process
Customer
Enquiries for
SMSA Freight

Job card
created

Cost Per Second: $ ,3.5,E-0317

¥

Process SMSA
Freight Services

Freight Ops received
Supvr

Cargo
delivered

—bx

—»<

Payment

Owner: Shaji George
Diagram Version: Draft Copy

Review Date: None

F.T.E.: 0.00

@ Change Log
@ Change Requests O Read Only

Version: 3

O Feedback
O Keywords



New Landing Page - Level 1.1.6.11.7.1 Draft Copy Version: 4

m Process Customer Enquiries for SMSA Freight

Quotation must be
prepared within 2
working days upon
enquiry

Response time within
1working day either
email or phone call

If customer rejects
quotation, AEto
renegotiate the rates.

Prepare job card
within 1 working
day

Receive Enquiry Quotation Quotation Job card
customer Q acknowledged Request rate Rate received LEJ D forwarded to D confirmed by Q created
enquiry Acknowledge from/ negotiate customer customer
customer with origin/ Prepare Follow-up with Prepare job
_ enquiry local offices quotation customer card

Frt Coor Frt Coor

Title: Process Customer Enquiries for SMSA Freight Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords

Date: 9/16/2020 Review Date: None @ Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.7.2 Draft Copy Version: 4

m Process SMSA Freight Services

+ 0

Inbound
Air & Sea & Road

Payment
received

4»)(

Ops Exec Imp

Reg Supwr Ops

DO & shipping docs
fwrdd for
clearan: ce

J;:;rj * L[‘J Shipment
Customs. delivered
Clearance Air/
Road / Sea 4“
Clearance Spl
Payment
received
E— Al

+

Export Air/ Road
/ Sea

Title: Process SMSA Freight Services Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 10/6/2020 Review Date: None @ Change Requests O Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Date:

Volume

New Landing Page - Level 1.1.6.11.7.2.1 Draft Copy

Inbound Air Sea & Road

Advise done through
email

Version: 8

Job card LE_] Q . Pre-alert X Customerg& Q
created Mail sent Send instructions verified Notify EUSTDH\ET & GW notified Coordinate with
Send confirmation to origin prior to GW. of shipment oordinate wi
mail to origin & pre alert arrival fwd pre clearance team
request collection alert for shipment
clearance
L
Ops Agent Ops Agent Ops Agent Ops Agent
Key Acct Exec Key Acct Exec Key Acct Exec Key Acct Exec
Shipment
ready for
clearance
Notification Gl Invoice Il POD
1 S}
Send arrival sent recd from obtained
notification to Follow Up with Vendor Request POD
customer Vendor for DN copy from
delivery team
—X

Key Acct Exec

: Inbound Air Sea & Road

. Mohammed Altamush Khan
10/6/2020

: 0.00 Per Second

Ops Agent Ops Agent

Key Acct Exec

Forwarded
to FIN dept.

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Ops Agent
Key Acct Exec

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Follow-up through

email

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests O Read Only



New Landing Page - Level 1.1.6.11.7.2.2 Draft Copy Version: 4

m Outbound Air/ Sea/ Road

Check the correctness
& complete ness of
documents collected

9
created Request pick up movement sh\prr}em for Request POD
Check ) from origin approval from delivery cgpy from
documentation destination team delivery team 5
Ops Agent
Ops Agent Ops Agent Ops Agent Ops Agent
- - S -
Key Acct Exec Key Acct Exec Key Acct Exec Key Acct Exec
Title: Outbound Air/ Sea/ Road Owner: Shaji George O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 10/6/2020 Review Date: None @ Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.7.2.3 Draft Copy Version: 3

m Customs Clearance Air/ Sea / Road

Notify customers
. within 1working day Customs
Documents upon submission of inspection &
submitted for Customs file must be documents to clearance
Customs Clearance prepared upon receipt Customs completed Obtain POD
processing of DO upon delivery
Job files .
Payment Shipment .
created Q Job card received from frwdd to @ Shl!]mem
updated . delivered
Notify customer customer Receive cleared STN/ready for
I — destination shipment delivery Deliver shipment
Update Job card charges & follow- P to hub/ customer
up payment >4
N
DO & shipping
docs fwrdd for
clearance Ops Agent Ops Agent

TP Driver Ops Agent
Ops Agent TP Driver

Customer
notified

Title: Customs Clearance Air/ Sea / Road Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

Date: 10/6/2020 Review Date: None @ Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

: BAH - SSC Department
: Mohammed Ahmed Khan

. 8/8/2020

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.8 Draft Copy

-

Ol
Confirm
shipment is not
prohibited &
determine type

Shipment

accepted

Shipment

determine d

Authorization:

BAH - SSC Department

+™

Accept
document

Version:

shipment

4+

Accept non-
document
shipment

Customer Hold at
shipment ready location (HAL) * M 'd)gtl)isfex
to be forwarded shipment Process
tolocal station / forwarded to inbound HAL
Hub ssC shipments ; :
. B o

SSC Exec

Update Pending

Cost Per Second: $ ,3.5,E-0317

O Actions O Feedback
@ Change Log O Keywords
O Change Requests O Read Only

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00



Title
Author
Date
Volume

Shipment
type
determin
ed

-

: Accept Document Shipment
: Mohammed Ahmed Khan

: 8/8/2020

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.8.2 Draft Copy

Accept Document Shipment

+ +

Accept Signed copy of Process
document waybill document
shipment payment

Shipments
forwarded to
station with

manifests

- »

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 2

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests O Read Only



New Landing Page - Level 1.1.6.11.8.2.1 Draft Copy Version: 2

m Accept Document Shipment

Non Document, Verify
Product Type Attach: Work
Attach: Shipment Instruction for

. Airwaybill Completion
Acceptance Policy Service Reference
Packaging & Contents

Product does not
meet document

criteria Policy Shipment not Guide (SRG) Policy
accepted
Shipment type @ D International @ Q
determined Verify doFument Accept
document shipment international
product type shipment
B —
Signed copy
Attach: Work
High value Instruction for
8 ) Airwaybill Completion
shipment Domestic
document
shipment
¥ 0

Process high
value
shipment

Validate
waybill

Seal numberis
recorded on the
AWB and
initialled by
customer

Title: Accept Document Shipment Owner: Shaji George C Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords

Date: 8/8/2020 Review Date: None O Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.8.2.1.2 Draft Copy

Process High Value Shi

Attach: PRE-PRINTED SEALED BAG

1) Customer MUST witness the placing of the shipment & the sealing of the
bag
2) The seal No. must be recorded on the AWB and and witnessed by the
customer
3) The detached part of the sealed bag with the seal No. must be giventothe
customer for their reference
4) Customer must witness the placing of the shipment and sealing of the bag

Seal number
For smaller .
shipments use isrecorded on
P! . the AWB and
Pre Printed
initialled by
Package is Sealed Bag customer
estimated less
than 10kg
LE] LE] and/or less than
High value ’ Approved Esti 100 cm square
hi t Validate PP stimate
shipmen package shipment package
contents dimension &
—» weight
SSC Exec Apply
exception on
ackages for Normal AWB
P 8 and pre-alert »
larger
" process
Shipment Package is sh\pmenls
rejected estimated more
than 10kg and/or
more than 100
X cm square

Title: Process High Value Shipment
Author: Mohammed Ahmed Khan
Date: 8/8/2020
Volume: 0.00 Per Second

SSC Exec

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

@ Change Log
O Change Requests O Read Only

Version: 2

O Feedback
® Keywords



New Landing Page - Level 1.1.6.11.8.2.2 Draft Copy Version: 2

m Process Document Payment .ﬁﬁ
X Attach: Work
Shipment| |nstruction for Credit
not accepts Card Payment

@ >

Collect card payment

Card payment
Attach: Work
Instruction for Credit
Process cal Card Payment Shipments
paymen forwarded to
Shipment station with
d b manifests
Signed copy of @ Q Credit @ ::ni\;etstez *
waybill E_leterm.me if shipment payment Accept shipment from PmFess shl!ament
is credit, cash or card customer manifests with Tag »
4.
payment number
Cash payment
Payments Cash collected
submitted to receiptissued
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