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PURPOSE

The objective of the Waybill Completion Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group to execute the waybill completion process. This SOP is intended to be used as a reference for all Mellets personnel involved in waybill completion activities.

SCOPE

The SOP is applicable to operational personnel who are executing the waybill completion process.

PROCESS

1. Customer complete the following require details on the waybill:
· From: Billing customer details
· To: Consignee customer details
· Parcel description and quantity
· Sending customer - Name, date, confirm SLA and sign on the box indicated “Sender’s Name.”
· Receiving customer - Name, date and sign on the box indicated “Received in good condition.”

2. Mellet’s driver / receiver
· Ensure all customer details are completed correctly.
· Fill in name, time, date, and sign on the box indicated “Driver Name.”
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