Title
Author
Date
Volume

. SMSA Express - Kuwait
. Edwin Ramos

1 3/23/2017

: 0.00 Per Second

New Landing Page - Level 1.1.3

SMSA Express -

CORP HRD & ADM

Authorization: Authorized
Date: 1/28/2025
Cost Per Second: $ ,3.5,E-0317

Kuwait

FIN ITD

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Version: 2

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



Title
Author
Date
Volume

: Kuwait - Operations
. Edwin Ramos

1 4/13/2023

: 0.00 Per Second

New Landing Page - Level 1.1.3.1

Kuwait - Operations

Gateway Hub Station

Owner: Shaji George

Authorization: Authorized Diagram Version: 2
Date: 1/28/2025 Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 2

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



New Landing Page - Level 1.1.3.1.1

m Kuwait - Station Operations

D

Outbound Inbound

Title: Kuwait - Station Operations
Author: Edwin Ramos Authorization: Authorized
Date: 4/26/2023 Date: 11/14/2024
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Fulfillment uTL

Owner: Shaji George
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

RTS

Version: 1

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



New Landing Page - Level 1.1.3.1.1.1

m Station Fulfillment Process

Shpt rec'd from
customer * Email sent to
w'house customer

» Process
receiving
——#X
- ¥

Undelivered

Title: Station Fulfilment Process
Author: Edwin Ramos Authorization: Authorized
Date: 4/26/2023 Date: 2/3/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

New order
received

-

Version: 1

¥

Process
dispatch

Handover
complete

Link to:
> Station

Process

Owner: Shaji George C Actions O Feedback

Diagram Version:
: None

Review Date

1

F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.1.3.1.1.1.7

Process Receiving

Shptreceived
from customer
warehouse

[ ——

Scan complete

Email received
from customer

Undelivered
shpt from RTS

-

Title: Process Receiving
Author: Edwin Ramos
Date: 4/8/2019
Volume: 0.00 Per Second

SKU label
printed

Shpt ready for

. It rted
sorting ems sortel

Attach SKU
label to the
item

Sort the items
as per SKU

Print SKU label
with barcode

Open the
shipment

"Add to stock"

¢

Quantity

Add the dded t Assign the
Apply COD RTS guantity to a N e K ° location for
scan to close stock per SKU stocks each SKU

old AWB

Inform customer
about the quantity
received & prove the
new stock report

Request approval
from customer to

open the undelivered
shpt

¢

Storage type: Pallets

r Fulfillment racks

Items stored

Email sent to
customer

»

Store items
per SKU no. at
the assigned
location

Send email to
customer

Send email to
customer

Owner: Shaji George
Diagram Version: 3
Review Date: 9/9/2024
F.T.E.: 0.00

Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317

Version: 3

SKU labels

attached

Location
assigned

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



New Landing Page - Level 1.1.3.1.1.1.8 Version: 3

Customer order
received directly
through the system

cess Dispatch

Upload excel
file to SECOM

»

SKU location
identified

Master pick
ticket

New order
received SKU & quantity
should match with
the information for

the order number

Order received
through email

Upload
complete

»

System X
confirmation Generate new AWB printed Attach the
shown AWB A:\;zlztalgt:e

Upload excel
fileto the
system

Confirm SKU &
quantity

"Handoverto STN" Package
ready for

dispatch

6o

Scan Handover
complete Handover shpt complete
to STN Link to:
Station
Process

Apply
comment scan

@

Title: Process Dispatch Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords

Date: 4/8/2019 Date: 2/3/2025 Review Date: 9/9/2024 O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Shipments Q Shpts
forwarded assigned to
from STN Apply UTLIN shelf/ racks
Link from: '—’ "SCI::'Ir:‘
OPS - STN

. Station UTL Process
. Edwin Ramos

1 4/26/2023

: 0.00 Per Second

New Landing Page - Level 1.1.3.1.1.2

Undelivered shpts
after 3 attempts or
with incomplete
information

Failed to
obtain new
delivery info

Contact
customer

Station UTL Process

)

New delivery
info available

Version:

Operations ) Retri
notified ) Label printed élneve
Update new Print label shipment
information with new info from assigned
shelf/ rack
Shpt for
l redelivery
Scan Shipment
Forward
Apply UTLOUT completed shipment to handed‘—uver
”553"‘” STN for for delivery
uto N
redelivery Link to:

Authorization: Authorized
Date: 11/18/2024
Cost Per Second: $ ,3.5,E-0317

e
@ OPS - STN

Shipment
handed-over

Forward shpt forreturn
to RTS
° Link to:

. OPS - RTS

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

Owner: Shaji George
Diagram Version: 1
Review Date: None
F.T.E.: 0.00



After 3delivery
attempts & 21

days aging

New Landing Page - Level 1.1.3.1.1.3

Station RTS Process

*To DXBvia air
ToKSA/ others transit
to DMM via road/ truck

Broker will send
BAYAN via WhatsApp

once ready

Version:

Shi 1§
ipments ) Shpts scan Prepare new New AWB & > BAYAN ready ) BAYAN
handed-over Send email to segregated completed AWB and docsready print & handed over

forreturn fi Segregate RTS dest-wi Apply RTS scan A Forward docs handover

KA for rom KAE est-wise consolidate
confirmation shots by inv. & pack list to broker for BAYAN
5 i nwv. pa 151
.—. of RTS destination BAYAN prep
Link from:
Loading Scan Truck ready Bound to Customs
Load complete Apply HOP completed for departure KWT-KSA Present docs border check Proceed to
shipments to PRlY Seal the truck Depart facility border for Customs complete DMM KFIA
scan "
truck check facility
Bound for Shpmts hand
Dubai, UAE over to KSA
GTW
Pre-alert

sent Send pre-alert Handover
email shpts with

1agsGtTnvCWT Link to: GLkaD:

e —————————» (@) OPSGateway ateway

Process

Title
Author
Date
Volume

. Station RTS Process
. Edwin Ramos

1 4/26/2023

: 0.00 Per Second

Owner
Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317

Review Date

Diagram Version:

: Shaiji George
1
- None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Title
Author
Date
Volume

Link from:
OPS - HUB

Leave Building Time

New Landing Page - Level 1.1.3.1.1.4

Station Inbound Process

Scan each shipment

Version:

Shpts

Shpts ready Shpts sorted
forwarded Apply forsorting sort s_hpts routewise Apply VAN
from Hub Comments according to scan
scan route
@ » ‘station-in"
Scan
completed

Delivery Exception

=

Shpts ready
forloading Load shipts to

Apply LBT scan vehicle

: Station Inbound Process
. Edwin Ramos

1 4/26/2023

: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Shipment out * Shpt Q Hand-overto Q
for delivery undelivered STN
Deliver Apply DEX Apply STAT 44
shipment scan "PMX"
Shipment
delivered
Collection
PODfiled Remit recelvgd by
Hand-over . cashier
POD for filing collection to
Cashier Link to:
[ — e ] FIN -
Collections

Owner: Shaji George
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Date: 11/18/2024

3delivery attempts

kage Movement
d

Shipment
handed-over
for delivery
Link from:

<—. OPS - FFL

O Link from:
OPS - UTL
Shipment

handed-over
for delivery

Exception

Shipments
forwarded to
utL

Link to:
OPS - UTL

O Actions

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



New Landing Page - Level 1.1.3.1.1.4.2 Version: 1

- Cash on Delivery (COD)
- Custom Duties (CD)
- Clearance charges

Cnee pays the

-

Collect

Inform cnee charges payment &
abt charges issue Official
that need to Receipt

be collected

Charges to be
collected from
cnee

POD - Proof
of Delivery

Identification card or
authorization letter

Shipment out Arrives at Q No charges to Package Q POD signed Shipment
fordelivery Proceedto location be collected Hand-over the received by B delivered
Request Apply POD
customer Establish from cnee shipment to nee _ ;
locati identity of customer signature from scan
eemen i customer as
B cnee/ receiver ome -,

Shpt
Unable to undelivered
effect delivery

N

Title: Deliver Shipment Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 4/26/2023 Date: 11/18/2024 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Adhoc pickup

booking ‘

- » Pick-up

New Landing Page - Level 1.1.3.1.1.5

Station Outbound Process

Shpmts frwdd

|

Regular pickup
schedule

scan

. Station Outbound Process

. Edwin Ramos

: 4/26/2023

: 0.00 Per Second

Authorization: Authorized

Date: 11/18/2024

Cost Per Second: $ ,3.5,E-0317

Shipments
reconciled

Version: 1

Owner

Diagram Version:

Review Date

by SSC with
manifests Physical shipment
VS manifest
Shpts _ Shipments Apply Scan
forwarded to Receive ready for scan Comments completed
i STN uhlfthuund Scan Tally
shipment shipments “Station-In® shipments
Package
Process Consol ready Q Scan Hand-over
consolidation completed -Furward shipments to
of shipments Apply S0P 5“'“':32‘”“ HUB

Link to:

P
. OPS - HUB

: Shaiji George

1
: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Adhoc pickup

acceptable

Courier arrives
atcustomer
location

New Landing Page - Level 1.1.3.1.1.5.7 Version:

PiCk-up Shipment .
Apply Pickup Pickup
Exception scan cancelled
"PUX"
"X

+ Regular or High Value
* Docs or Non-Docs
¢ Domestic or International

Referto Service
reference Guide (SRG)

Items not

Required documents
as applicable

request
Proceed to
R customer
location
—_————————»
Regular pickup

schedule

¢

Calculate
applicable
charges

*As applicable
including insurance
(if required)

Title
Author
Date
Volume

. Pick-up shipment
. Edwin Ramos

1 5/2/2023

: 0.00 Per Second

Charges
confirmed

Authorization: Authorized
Date: 11/18/2024
Cost Per Second: $ ,3.5,E-0317

Q Items Shipment type Documentation Acceptable Validate Chargeable
acceptable Determine determined Verify AWB complete Check packaging shipment weight
Inspectitems. item completion & appmpr_late weight & confirmed
for pickup classification required packaging dimensions
& service type documents
Cash, POS/ Credit Card
Account *As applicable
Q Payment mode Charges paid by Courier returns Shpts ready for Hand-over Shpts
identified Collect Customer Perform back to STN Unload hand-over shpts with forwarded to
Determine payment & Pickup scan shipments complete STN
rr;mrineezz issue Official "PUP" from vehicle documentatio
pay Receipt (OR) —

Owner: Shaji George
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Change Requests ® Read Only

O Feedback
O Keywords

1



New Landing Page - Level 1.1.3.1.2 Version: 3

sms@
Express

NDER 1 @

ige is under construction
-

Title: Owner: Edwin Ramos O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 O Change Log O Keywords
Date: 10/18/2010 Date: 4/6/2024 Review Date: None O Change Requests ® Read Only

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



New Landing Page - Level 1.1.3.1.3 Version: 2

m Kuwait - Hub Operations

Shipments

Truck arrives ‘ Shpts received from ‘ Outbound
from Gateway forwarded to STN process
STN complete
Process Hub Process Hub
— y inbound » outbound 4»(
R

Pre-alert
_ o _
received

Title: Kuwait - Hub Operations Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 4/26/2023 Date: 2/3/2025 Review Date: None O Change Requests ® Read Only

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



from Gateway

— » truckseal

Title
Author
Date
Volume

New Landing Page - Level 1.1.3.1.3.1

Whatsapp msgwith
truck seal photo
rec'd from GTW

Truck arrives Truck seal Shpts ready
intact Unload for scanning

shipments Apply Hub

Inbound scan

i

Check
condition of

Truck seal
compromised

Incident
investigated &
Notify reported
Gateway Mngr
X

: Hub Inbound Process

. Edwin Ramos Authorization: Authorized

1 4/26/2023 Date: 2/3/2025

: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Hub Inbound Process

Scan each System
shipment generated report

Version: 2

¢

D Shpts ready
Scans Send list of for hand-over
completed shpts received
to FIN, STN &
GTW

Email received
by FIN

Invoice
Update COD/ charges
CD charges (as generated
applicable)

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Forward shpts
to STN

Link to:
FIN
Collections

Shpts
forwarded to
STN
- Link to:
*® -
STN

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



New Landing Page - Level 1.1.3.1.3.2 Version: 2

Hub Outbound Process T 28
m BAYAN ready

BAYAN is prepared
by 3rd party broker

*to dispatcher/
Ops Agent

Pre-alert
email Outbound
" No CONS Docs submitted
received " - Si tured : shpts read:
Check physical discrepandies Apply "HIP an @pture Consolidate completed Q to 3rd party Q fusmadinv
-  y» shptw inbound scan AWB, invoice/ Prepare broker Collect & hand- e
manifest packing list documentation over prepared
- for BAYAN BAYAN
Link from:
OPS - STN @ ’
Shipments

received from
STN

Consolidated shpts
palletized & shrink
wrapped

*Leaves

facility at 5pm

Tagwith bar
code

. . Scan captured Q Shipments Q Ready to Q Truck leaves Upload
AP;"V :I)P loading depart for KWT-KSA Upload complete
u&“s‘TZ#?? scan Load shpts to complete Place security Depart from border manifest
scan

truck

seal on truck facility

*Usually within

24hours

Truck arrives Q Outbound
Send pre-alert at KFIA . : process
o KFIA Receive email complete

confirmation
from KFIA team

Title: Hub Outbound Process Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords

Date: 4/26/2023 Date: 2/3/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.3.2 Version: 3

sms@
Express

NDER 1 @

ige is under construction
-

Title: Owner: Edwin Ramos O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 O Change Log O Keywords
Date: 10/18/2010 Date: 11/23/2023 Review Date: None O Change Requests ® Read Only

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



Title
Author
Date
Volume

: Kuwait - Freight
. Edwin Ramos

1 4/13/2023

: 0.00 Per Second

New Landing Page - Level 1.1.3.3

Kuwait - Freight

Custemer ‘ Job files
enquiry Process created
Customer

Enquiries for

Cargo

—_——p SMSAFreight

Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317

delivered

Process SMSA
———————®
Freight Services X
X
Payment
_ received

Owner: Shaji George

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Version: 1

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.3.3.10

Process Customer Enquiries for SMSA Freight

Receive

>

customer
enquiry Acknowledge
customer
B e | enquiry

Response time within
1working day either
email or phone call

Request rate
from/ negotiate
with origin/
local offices

Rate received

. Process Customer Enquiries for SMSA Freight

. Mohammed Altamush Khan
1 9/16/2020
: 0.00 Per Second

Authorization: Authorized
Date: 2/3/2025

Cost Per Second: $ ,3.5,E-0317

Quotation must be

working days upon

prepared within 2

enquiry

Quotation
forwarded to
customer

>

Follow-up with
customer

If customer rejects
quotation, AEto
renegotiate the rates.

Quotation
confirmed by
customer

Owner: Shaji George

Diagram Version: 4
Review Date: None
F.T.E.: 0.00

Version: 4

Prepare job file
within 1 working
day

>

Jobfiles
created

Prepare job file

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



New Landing Page - Level 1.1.3.3.11 Version: 4

m Process SMSA Freight Services

‘ @ Invoice & docs
Inbound rec'd by
Air/ Sea & Land customer
(FTL) X
DO & shipping
docs fwrdd for
clearance
Jobfiles * LEJ Shipment
created delivered
Customs
Clearance Air/
Sea & Land (FTL) E——— .

‘- I

Payment

Export Air/ Sea received
& Land (FTL)

4’X

Title: Process SMSA Freight Services Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 4 @ Change Log O Keywords
Date: 10/6/2020 Date: 2/3/2025 Review Date: None O Change Requests ® Read Only

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



Advise done
through email

New Landing Page - Level 1.1.3.3.11.1

To be checked &
verified within the
same working day.

Any changes required,
inform origin office

& Road

Follow-up through
Track & Trace via
websitesorlocal

airlines/ shipping
lines

Version: 8

Clearance
Agent collect
Delivery
Order

Jobfiles D Booking & Q Pre-alert Customer Q Shipment Q DO & shipping
created Advise shipping PI’E'E"EH_"?ﬂd Check &verify verified Notify customer notified Follow-up arrived docs fwrdd for
instr. & selling from origin pre-alert &forward pre- shipment arrival Accept Delivery clearance
rate to origin received from alert with local/ origin Qrder(DO)
B office origin stations offices .
Collect pymt from

Cost/ Analysis must
be generated for cash
& credit customers

cash customers &
release documents.
Sendinvoice to credit
customers within 2

If docs/ invoice are
released directly to
customer, Regional
Coordinator obtains

Obtain and forward to FIN working days Shpmt ready
acknowledgement dept. POD. forclearance
from customer by customer's
broker
Customer D Invoice rec'd Q Documents/ Q Invoice & docs
acknowledge from FIN dept. invoice rec'd by
Send arrival ment received Prepare Cost/ Release released Deliver & obtain customer
notification to Billing Analysis documents POD of invoice/
customer Sheet docs x
Vendor
Follow-up payment
vendor payment completed
with FIN
X

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

Owner: Shaji George
Diagram Version: 8
Review Date: None
F.T.E.: 0.00

Title: Inbound Air Sea & Road
Author: Mohammed Altamush Khan
Date: 10/6/2020
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.1.3.3.11.2

Export Air/ Sea & Land (FTL)

Version: 4

Documents attached to
cargo: Commercial
Invoice, Packing List, Cert
of Origin (COO0),

Provide packaging to
customer if required.
Sea cargo: Release

Provide Check the correctness empty container to Aal'ithonz:ilon. Iet;(eer
feedback to & completeness of customer for loading sk Agentto sign
customer documents collected

Jobfiles Cargo ready Q Cargo picked- Q Invoice
created for pickup " & up Fwrd cargo/ prepared
Check Co ect cargo shpt & orig docs
d . pertinent N
locumentation 1o agent's
_ documents
warehouse

Title: Export Air/ Sea & Land (FTL)
Author: Mohammed Altamush Khan
Date: 10/6/2020
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317

Send booking details
to customer via email

Bill of lading or master
airwaybill

Payment
ready

Payment
received

= 6

Request
payment from
customer

Release docs to
customer &
collect payment

Owner: Shaji George
Diagram Version: 4

Review Date: None
F.T.E.: 0.00

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



Title
Author

Date:

Volume

Docs submitted

for Customs
Clearance
processing

Job files
created

N

@— >
DO & shipping
docs fwrdd for

clearance

. Customs Clearance Air/ Sea/ Road
. Mohammed Altamush Khan
10/6/2020

: 0.00 Per Second

Update Job card

New Landing Page - Level 1.1.3.3.11.3

Customs Clearance Air/ Sea / Road

Customs file must be
prepared upon receipt
of DO

Job card
updated
Notify customer
dest. charges &
follow-up pymt

Customer
notified

Authorization: Authorized
Date: 2/3/2025
Cost Per Second: $ ,3.5,E-0317

Notify customers
within 1working day
upon submission of
docs to Customs

Payment
received from
customer

Version: 4

Customs
inspection &
clearance
completed Obtain POD
upondelivery
Shipment @ D Shipment
Receive cleared Sﬂ:l;\“dddmf peliver delivered
i ready for
shipment delivery shipment to

hub/ customer

Owner: Shaji George
Diagram Version: 4
Review Date: None
F.T.E.: 0.00

O Actions

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



Title
Author
Date
Volume

Call from
customer

|

: Kuwait - Customer Service
. Edwin Ramos

1 4/13/2023

: 0.00 Per Second

New Landing Page - Level 1.1.3.4

Kuwait - Customer Service

(|

Call answered

Accept call

Authorization: Authorized
Date: 2/4/2025
Cost Per Second: $ ,3.5,E-0317

)

Action tocal
performed

Deal with call
Route to operations

Version: 1

Follow up with
appropriate depts
depending on
nature of issue

11l Follow up

Performed

Ticket closed

follow up: P
[romen ]
Owner: Shaji George C Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords

Review Date: None O Change Requests ® Read Only

F.T.E.: 0.00



Title
Author
Date
Volume

. Action the Call

: Mohammed Ahmed Khan
1 9/11/2020

: 0.00 Per Second

New Landing Page - Level 1.1.3.4.5

Action the Call

@ M Pickup

Booking
Request for completed
Booking X

M Call Type

Determined

Call answered
Determine Call

Type
——————»

@ M Tracking
completed,
Request for Info provided
Tracking tocustomer
g —
Trace Opened,
o pened,
Customer
Request for notified

Tracing

Example for General
Queries: Rates, Supply
Request, Commitments,
International Paperwork etc

Information
provided to
customer

Authorization: Authorized
Date: 2/4/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

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



New Landing Page - Level 1.1.3.4.7 Version: 3

m Perform Customer Follow ups

Request ‘ M Customer

received from updated on

customer Process pickup status
International

- @ ReversePickup 4»(

Request
Cancelled

Title: Perform Customer Follow ups Owner: Shaji George C Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Authorized Diagram Version: 3 @ Change Log ® Keywords
Date: 9/11/2020 Date: 2/4/2025 Review Date: None O Change Requests ® 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 1.1.3.4.7.5

Process International Reverse Pickup

Request
Cancelled
Cancel Request
—X
Customer
rejected the
rates
Request Cash Customer " Customer
N . . Notify customer . .
reoelvted from Determine customer 2:‘::(nz|ikjnl:‘l;?r: lnfurmeg & 10 Visit SMSA notified Cﬂf(\zz‘r:\ggt &
customer agree
customer type customer SSC & complete (AWB, Inv etc)
pymt
R |
Account Active or
customer Inactive
Q Account Documents Trace @
active Request for received initiated

Check account
status

: Process International Reverse Pickup

: Mohammed Ahmed Khan

1 9/11/2020
: 0.00 Per Second

documents
(AWB/Inv etc)

Receipt

Open trace for
RPI

confirmed

Follow-up on
trace

Authorization: Authorized

Date: 2/4/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Y

@ Change Log
O Change Requests ® Read Only

Version: 3

O Feedback
® Keywords



Title: Kuwait - Sales
Author: Edwin Ramos
Date: 4/13/2023

Volume: 0.00 Per Second

New Landing Page - Level 1.1.3.5

Kuwait - Sales

Part of the monthly
sales strategy is to
review monthly
strategic management
reviews

Business Z Q

strategic
objectives

Sales plan

Compile Sales
Strategy

Actual vs plan

Authorization: Authorized

Date: 2/19/2025

Cost Per Second: $ ,3.5,E-0317

+d

Implement
sales plan

|

Monitor sales
plan

Management
Review
(see attached
doc)

Targets for M Sales
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m Gather Information from Potential Customer
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|
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Action the Prospect
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Pickup and delivery process
Important issues and other information required
Conditions of contracts
Liabilities
Other
Prepaid coupons (PPC)
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Rate request

Rate request
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proposal
Discount
approved
(RFR)
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Rate Request Review / Special Project (MIDA)
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Request Special Requirements Approval
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agreement
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Request
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additional
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m Complete Proposal Pack
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m Manage Customer Account

Instructionto
ps for regular
pickup

Customer ‘ Customer @ sales objectives
account active spend . achieved
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Initial customer ‘ Supplies
request for Initial delivered &
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m Maintain Account
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through sales
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Version: 6
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m Resolve Customer Concerns
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Initial Customer Request for Supplies
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Kuwait - Human Resources & Admin
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m Process Vehicle Request

Budget review by
Procure ment Comm.
& approved by CGM

Negotiationis
conducted with
the Committee

Vehicle LE_] Employee Request quote Quotation Vendor Vendor Purchase
request from Q eligible for a frur: received from Q selected Approve approved Prepare Order (PO) Approve PO approved
dept Check company approved vendor Compare vendor Purchase ready Purchase
employee vehide P " quotes & selection Order (PO) Order
eligibility vendors select vendor
————————>
Form to be
Signed by Admin received & signed
9] Contract Contract a Vehicle a Employee a Undertaking 1] Vehicle
i d d delivery date Explain & familiarized Letter signed Conduct i cted
Review the revewe Approve the spprove Confirm confirmed rev?ei:rnthe with policy Sien by employee insm(‘ec“t‘ion e
contract with contract vehicle i ith Undertaking P int
HR delivery date policy wi letter upon receip
employee of the vehicle

Employee
transportation
allowance stopped
by HRD & FIN

Vehicle
records
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>

Add &record
vehicle details
in KWT Master
Sheet
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m Process Vehicle Transfer

Notify Fleet In-charge,
HOD & CGM
State reason for
transfer request

With keys, vehicle
registration &
insurance

In presence of
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i 8 ne ompodt Pk L B st
required submit Admin Hand-over _ Contfua completed of vehicle completed
Vehicle vehicle |nspeﬁlt:n on transfer
P Transfer Form vehicle X
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m Process Vehicle Maintenance

Maintenance ; Vehicle Maintenance ‘ Vehicle
required Process maintenance required Process maintenance
Leased maintenance completed Co-owned maintenance completed
vehicles for leased vehicles of co-owned

————— P vehicles ¥ —_———————P E—— e
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Process Maintenance for Leased Vehicles

g

Fill-up
Maintenance

— p RequestForm
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Version: 3
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. Admin maintenance - hours
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records :
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reviewed & signed Delivery Form
by Admin . .
i submitted to Admin
Vehicle ready LEJ Vehide ready LLJ Inspection Q Acknowledge Vehicle
after Take vehicle & for hand-over completed Send ment sent Update maintenance
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replacement vehicle ment email log
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Process Maintenance for Co-owned Vehicles @ @] 93
Co-owned vehicles must

be inspected by the
employee before being
taken to the garage.

Periodic maintenance
or mechanical repair

Maintelnanoe @ Form Re:quest D Coordinated D Maintena.noe Collect
required ] completed Send request received by with garage & repair original
Co-owned Fill-up N Admin ; f uotes given &
ehicles Maintenance & submit form Determine Take vehicle qhvvengdﬂr receipt from
| RequestForm request type to garage vendor
Reviewed by ADM - Delivery Form
& approved by FIN submitted to Admin
E:“r_ ' @ Maimell"‘\ance Vehicle ready @ Inspection Q Acknowledge Yehicle
mechanical Fill-up "EPBH'CI adf'EES Take vehicle for hand-over completed Send ment sent Update mamtelnan;e
repair sve Purchase settle from garage Inspect the Acknowledge malnltenance complete:
Requisition vehicle ment email o8 X
Form (PRF) %
Submitted to &
approved by FIN
For periodic ] Vehicle ready
maintenance Fill-up & for pickup
sve submit
Expense Claim
Form
Submitted to
FIN dept
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m Process Vehicle Accidents

Leased Vehicle repair Company ; Vehicle repair
vehicle Process completed vehicle Process completed
accidents accidents for accidents accidents for

leased company

——¥> vehicles 4’)( —™ vehicles 4’)(
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m Process Accidents for Leased Vehicles

Police Report Vehicle
received returned
Report
Le;fzd Notify HOD & Concerned g G| submitted to & fve"“zrf Register & Accident Q Vefhi""e repair a Vehicle repair
vehicle . parties . i Take actionon informed for ollow-up
Admin Admin update the logged B . completed
acddents ol notified Fill-up i necessa : Receive with vendor Receive &
S list of i accident ry dent €
F::Z“Z;: Accident based on action r:co‘:t :}:‘eet replacement inspect
— Report Form ) oo P vehicle vehicle »
investigation
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Process Accidents for Company Vehicles

All repair cost will be
billed toemployee if
provenat faultinthe
police report

Attach Police
Report

Version: 3

Co mpany Notify HOD & Concerned ie] Q Submitted to Q Vehicle repair Check Replacfement o Vehicle repair
vehicle Admin parties § Admin follow-up availability of vehicle . completed
acadents spasmin notified Fill-up Inform vendor with vendor replacement provided Receive &
pecialist of Accident to repair the vehicle inspect
accident Report Form vehicle vehicle 4»(

Coordinate with
CORP &FIN dept
& submit the PRF

Police Report
received

Owner: Edwin Ramos
Diagram Version: 3
Review Date: None
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m Process Licenses

Each license is
processed differently,
either online or by
visiting government
entities

With limited access
in the shared folder
as approved by CGM

: : License License B
Business/ Newillcense Define license ‘Doc Q application application/ Follow-up Llce-nse D
regulatory Identify license requirement owner & requirements Process renewal Pay applicable renewal fees license received
requirement requirement ready application/ fees (if any) . application/ Record/ update
i under process aid
location/ dept renewal of P P renewal status the license log
—¥ license
License
renewal License log
updated
License due Filing 0On-going Lo Regular
Check license to expire/ File original completed Maintain & monitoring Meintain & review of
lidity & expi ired Prepare doc . . ~ record access
vali piry expire N license & keep monitor license logi access log by
date requirements. copies status og-into GM
Licenses x
.
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