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PURPOSE
The purpose of the Swaziland Shipments Standard Operating Procedure (SOP) is to align all operational teams on expectations pertaining to the processes regarding consignments for each cross border. The SOP must be utilised as guideline for decision making on consignments for the Swaziland cross border route. 
SCOPE
The SOP is applicable to JHB OPS and Linehaul staff involved in the decision-making process with regards to shipments to be dispatched with a Namlog vehicle and shipments to be dispatched with a third-party vehicle. Clearly defining the methodology that must be applied to all consignments daily and the reporting expectations daily.
Process
1. Decision making process on Namlog vehicle vs Third Party:

· On a daily basis the manger on duty must pull the waybill activity report from LMS to determine the chargeable weight.
· The report must be generated after all consignments for Swaziland has been inducted and loading copies issued, meaning ready for carriage.
· Should the total chargeable mass be over 2.2 tons – the consignment must be shipped with the Namlog vehicle.
· Should the total chargeable mass be under 2.2 tons – the consignment must be shipped with third party vehicle.
· Each and every item must be scanned onto the vehicle, for both Namlog and third-party vehicles, and a load manifest must be issued to both.
· Only one vehicle must be loaded at time, either the Namlog vehicle or the third-party vehicle.
· [bookmark: _Hlk108336811]The Lesotho & Swaziland spreadsheet detailing the split between Namlog and third-party shipments must be complete the following day.

2. Clearing Process:

· All cargo dispatched with third party: Third party will carry out the South African and Swaziland clearing functions. 
· Namlog Clearing & Forwarding Department will scan all relevant documentation through before-hand and email to third party representative.

3. JHB to SWZ Transportation Process:

· Third party will carry out a daily collection stop at Brentwood Park at 20h00.
· Third party vehicle will depart by 22h00 and will depart for the border at 02h00 that morning.
· Cargo taken by Namlog destined to outlying areas in Swaziland to be handed over to Third party on a separate manifest at Third party warehouse and must be marked for attention Louis.

4. SWZ Local Transportation Process:

· The Namlog linehaul vehicle will arrive at Third party facility in Mbabane at around midday.
· The Third-party delivery vehicles will depart from Mbabane to the outlying Swaziland areas the following morning.

5. POD Process:

· [bookmark: _Hlk108527678]POD’s must be sent the minute the drivers return from deliveries. Group POD Manager will update and send out the list of individuals this must be shared with.
· GRV’s to be communicated and obtained from the stores before sending original pods to JHB.
· Endorsements must be communicated via email.
· All POD’s must be stamped and signed and retail stores GRV’s to be attached with the pods.
Example: NLG waybill – TAX invoices – GRVS and the (SA) SAD500+ EDI release

6. Accountability & Liability:

· Handover and accountability transfer will take place as follows:
· For JHB to Swaziland transportation – accountability transfer at point of collection (Brentwood Park).
· For Swaziland Local transportation – accountability transfer at linehaul vehicle delivery point - Third party facility (Mbabane).
· At each of these handover points, third party will assume accountability and responsibility for freight at a parcel level (quantity and quality of parcels).
· Any undeliverable cargo in the Third-party warehouse in Mbabane will be communicated to Namlog on daily basis by means of a Freight on Floor Report. This document must be forwarded daily to the Account Executives and sales staff.

7. Operational Contact:
Third part representative will be the operational contact person for Namlog going forward.
· Third party representative.
· [bookmark: _Hlk144274335]Operations Administrator will be the contact person for all POD related issues. 
· [bookmark: _Hlk144274352]The Clearing & Forwarding Compliance Manager will be the contact person for all clearing and forwarding related issues.


8. Outstanding Queries and Account-related Items:
Query Freight in Mbabane:
· [bookmark: _Hlk143695698]Contact person: Third party representative. 
· [bookmark: _Hlk108529223]Namlog accounts contact person: Billing Clerk.
· [bookmark: _Hlk143695737]Product standing at Third party site – a list will be sent to Namlog by Third party.
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