[image: ]Cash & Customs Duty Work Instructions
                       Owner/ Department: IBU-JOR, Operations





	Overview
	
As a courier, SMSA staff involved in pickup and delivery, you must ensure the following 
steps are followed when handling cash & customs duty collection..


	Person Affected
	
Couriers and SMSA employees involved in pickup and delivery.


	Guidelines
	
Picking Cash Shipments:
· Collect correct amount from non account holder customers based on service option selected by customer, Courier should not exceed from authorized discount structure. 
· Collect same amount of cash from corporate customer (same as corporate discount) if they are sending shipment on cash basis. 
· Correct cash amount has to be written on the AWB. 
· Courier has to confirm the shipper identity and ensure that he is working in the same company. 
· Customer service Agent will provide the discounted price information while passing the dispatch request. 
· Dispatcher will inform courier of the discounted price. 
· If the amount is not mentioned or if the corporate customer is giving a cash shipment directly to courier without prior booking, the courier has to call customer service to get discounted price of that company. 
· On return to station, fill the cash manifest form and attach a copy of the AWB with this. 
· Submit the cash along with cash manifest to cashier. 
· Cashier will count the money and will sign receiving signature on the manifest copy.

Customs Duty Collection:
· Ensure that dutiable shipment is having Customs Duty Invoice attached with it when taking the shipment out for delivery.
· Collect correct amount from customer as mentioned in the invoice (Customer can pay cash as well as cheque).
· If the shipment is delivered in warehouse of the recipient company or any other location specified by them and the Customs Duty amount has to be paid in other office (usually head office of the recipient company) the courier has to take signature on the CD invoice from the person receiving the shipment.
· If the head office is in the same delivery route of the courier has to take the invoice to their head office himself and collect money/cheque.
· If the head office is in another route, then the signed CD invoice has to given to supervisor to assign route courier to collected money/cheque from customer.
· Customers having credit facility for CD, their shipments have to be delivered without collecting customs duty amount or as per the agreed procedure between finance and customer.
· If the courier has any problem in collecting customs duty, he has to inform station supervisor.
· Station supervisor has to report this matter to finance department.
· On return to station, the money / cheque has to be submitted to cashier.
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