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	Overview
	When you cannot complete a Pickup and face-to-face contact with the shipper is not possible, you must leave a Pickup/Delivery attempt Notice at the customer’s address.

	Person Affected
	Couriers in all operating cities and branches kingdom wide involved with picking & delivering/handling shipments.

	Instruction
	Overview for Pickup Attempt Notice:
 
When you cannot complete a Pickup and face-to-face contact with the shipper is not possible, you must leave a Pickup attempt Notice at the customer’s address. Always make every effort to locate a contact at the pickup location:

· Contact Dispatch, if needed, for a assistance
· Leave the completed notice in a place where it can be easily seen
· Update the information on the notice for each shipment.

Use the Pickup Attempt Notice when any of the following occurs:
 
· The shipment: 

· is not at the designated pickup location
· is not packed properly 
· is over limit(too heavy or too big)

· The customer is not present for a pickup

Important: 

DO NOT leave the Pickup Attempt Notice in a letter-box
 
 The paperwork is not complete or accurate for either 

1.     Customer clearance 
2.     Dangerous goods shipment 

Step 1. Complete the required entries on the pickup Attempt Notice:
1. Mark the “Pickup” box to indicate a missed pickup
2. Write in the appropriate pick up information abut your attempt to pickup the shipment:


· Time( hours and Minutes)
· AM or PM ( circled)
· Date
·  location telephone number 

Step 2. Leave the notice where it can be easily seen:
 
Leave the completed notice on the shipper’s door or in a location where it can be easily seen. 
 Important: Always…

· Do a PUX scan
· Enter remarks on the Pickup Manifest  

Step 3. Update the information on the notice for each shipment:
 
1. Mark out the previous pickup attempt time and date current information on the “We were here at ….” Line.
2. Mark out the previous time and date and enter the time and date you will reattempt to pickup the shipment on the “We will return before…”Line.

Important: For each attempt:

· Enter the appropriate remarks on the pickup manifest.
· Update tracker with the appropriate PUX scan. 

 Overview for Delivery Attempt Notice:
 
When the recipient is not present for delivery, use the Delivery Attempt notice (Where permitted) when you can attempt, but you cannot delivery to the recipient address or to another address, and face-to-face contact with the customer is not possible. Always indicate the location of the shipment.
 
Complete a Delivery Attempt Notice (where permitted) and leave it at the recipient’s address where it is easily seen. Update the notice for each attempt. Make every attempt to find a contact at the delivery location. Contact dispatch if you need any assistance.

 Step 1. Complete a Delivery Attempt Notice (Where permitted):
 
1. Mark the “delivery” box to indicate a incomplete delivery)
2. Enter the appropriate information about the delivery attempt 
· Time (hours and Minutes)
· AM & PM (circled)
· Date 
 Important: 

Always do the appropriate DEX scan and enter remarks on the Delivery record. 
 
Step 2. Complete a Delivery Attempt Notice (Where permitted):
 
1. Mark out the pervious delivery attempt time and date; enter the current information on the “We were here at ……” line.
2. Mark out the previous time and date, enter the time and date you will attempt to deliver the shipment on the “We will return before….”line. 

Note: After you complete the delivery, attach the signed detachable label from the notice to the appropriate Signature Release clock on the Delivery Record, do the appropriate DEX scan and required entries.
 
Important: For each shipment, update the Cosmos with the appropriate POD/DEX/DDEX scan and enter the appropriate remarks on the Delivery Record.
 
 Exception/Send Again/Undelivered Label:
 
Complete the Exception/Send Again label and put one on every exception package you return to the station. This provides information in one highly visible location on the package and prevents unsightly writing on packages.
 
Step 1. Complete the exception/Send again/Undelivered label for exceptions:
 
1. Write the package status and comments on the label
2. Write the reason the t package was not delivered, such as:




· Incorrect address
· Unable to locate address
· Package is refused by recipient 
· Recipient is not in/business closed
· Package is a Miss load (belongs to another route)
· Business is closed due to holiday
· Improper paperwork

 Important: Always….

· Write in information to help other employees understand what was done on pervious attempts to locate the consignee
· Enter exception information in the tracker and on the Delivery Record. 

 
Step 2. Put the label on the package: 

Put the label on all packages that you return to the location. Always remove the label before you deliver the package.
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