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PURPOSE
The purpose of the Document Depository Standard Operating Procedure (SOP) is to align all operational and clearing teams on expectations pertaining to the processes and involvements of the Document Depository. Also, to ensure all operational queries are directed to the correct individuals. The SOP must be utilised as a guideline for all Namlog staff. This is to ensure delays are mitigated as far possible and limit any risk of financial loss to the company. 
SCOPE
The SOP is applicable to all Staff directly and indirectly involved with the dealing in either cargo, documentation for clearing or any query directed in relation to documentation submitted pertaining to the clearing of a shipment. Clearly defining the process and expectation in which the process flow and dealings must be conducted. The SOP details to Account Executives in specific, Operational staff verifying the documents, also capturing the information thereof, of the standard to follow. It clearly defines the process to follow should a query arise from shipments on Stock on Floor.
Process
Identified times: 12h00 – 22h00
All supporting documentation to be qualified to ensure minimum requirements are met for clearing purposes.
Should a waybill fail qualification, supporting documentation to be enquired from the Account Executive, the waybill must be kept at Document Depository until qualification standard is met before handing over to clearing. 
Reasons for waybills not submitted for clearing:
· Incomplete mass and dims on delivery note.
· No Clearing Instructions (importer or Exporter)
· No Invoices
· No TVS

1. Document Depository only serves as pre-qualification for supporting over border documents.
2. Document Depository will not respond to any queries relating to Stock on Floor.
3. Document Depository must enquire from original sender, should supporting documents do not meet minimum qualification standards, to submit outstanding documentation.
4. Only waybills that pass minimum qualification standard can be submitted to the Clearing Department for clearing purposes.
5. Document Depository will receive fully captured waybills from the Induction Data Capturers to vet and hand over to Clearing Department to start the clearing process. 
6. No waybill not fully captured may be submitted to clearing.
7. No waybill with incomplete supporting documentation may be handed over to Clearing Department.
8. All waybills captured at JHB Induction must pass Document Depository for qualification and batching.
Daily operation will be scheduled as stipulated:
1. From 12h00, all incomplete waybills from the previous day to be re-qualified and handed to clearing if complete.
2. All documents received via email to be printed and attached to the waybill prior to submission to Clearing Department.
3. An email must be sent to the AE handling the account requesting the missing documents. 
4. Waybills not meeting the minimum criteria must be kept in the drawer marked for the country of destination with a label remarking the missing documentation.
5. Waybills with missing documentation must be reassessed after 16h00 to ensure that no Linehaul cut offs are missed.
6. With batching of the final complete waybill to Clearing Department, all incomplete waybills must be reassessed to ensure supporting documentation have not been received.
7. After reassessment, all incomplete waybills with reasons for being incomplete must be compiled in a list and handed to Clearing. The original waybills must stay in Document Depository country of destination drawer until completed.
8. All emails received for the day must be read and actioned.
This SOP is implemented to ensure maximum efficiency and ensuring dedication to cut off times as stipulated in Linehaul and Clearing Operations. 

Operational and Clearing Contacts:
· Clearing and Forwarding Manager: 066 286 9987 
· General Manager JHB Branch Operations: 066 197 7570
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