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PURPOSE
The After Hours and Emergency Services provides a Standard Operating Procedure, when there is a requirement for Specials or Emergency transportation. 
SCOPE
The scope of the document is to provide assistance when a Special or Emergency transport has to be arranged.  
PROCESS
The requestor to contact the Mellets Transport standby number 083 557 2405 and inform Mellets Transport of the Specials / Emergency Transport request. 
The Requestor to send an email to melletscollections@namlog.co.za with the wording “Request for SPECIAL / Emergency Transportation” in the subject of the email, containing the following information: 
· Name of supplier and collection address
· Details of cargo contents with dimensions (length, width, height and actual weight) 
· Contact person at collection address  
· After hours telephone number of the contact person 
· Delivery location, name of organization and delivery address
· Contact person at delivery location 
· Contact person after hours contact number 
Mellets will notify the applicable collection branch for e.g., Johannesburg to make the collection at collection address in Johannesburg 
Should it be possible to load parcels by hand, two vehicles will depart 
· [bookmark: _GoBack]One from collection area 
· One from Kathu 
to meet at a specific predetermined time at a designated halfway point, which will improve delivery time. 
Mellets standby team will keep the client informed on progress of delivery, as per the clients’ timeline or as per specified elapsed time interval requirements 
Mellets standby team will notify the client telephonically upon arrival of the delivery vehicle at the delivery location 
Normal delivery process to follow with signature of recipient as proof of delivery on documentation 
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