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Description automatically generated]ToyKom Clearing
Standard Operating Procedure
Owner/ Department: ZAF – OPS - Clearing                                     

ToyKom: Clearing via Kopfontein /Tlokweng Border Posts

PURPOSE
[bookmark: _Hlk170119801]The purpose of the ToyKom: Clearing via Kopfontein/Tlokweng Post to and from Botswana Standard Operating Procedure (SOP) is to align all Operational and Clearing teams on expectations pertaining to the clearing process of these borders. Also, to ensure all operational queries are directed to the correct individual. The SOP must be utilised as a guideline for all Namlog staff. This is to ensure delays are mitigated as far as possible and limit any risk of financial loss to the company and to streamline the clearing process. 
SCOPE
[bookmark: _Hlk170119813]The SOP is applicable to Operational and Clearing teams directly and indirectly involved with the dealing with consignment documentation for clearing or any query directed in relation through these borders. Clearly defining the process and expectation in which the process flow and dealings must be conducted. The SOP details to the Clearing team in specific, Operational staff verifying the documents, also capturing the information thereof, of the standard to follow.
Process
Toykom
 times: 16h00 – 22h00
Border posts: Kopfontein/Tlokweng ONLY (Namlog Clearing at Kopfontein / BMR Clearing Agents at Tlokweng)
Daily operation will be scheduled as stipulated:
1. Toyota SA to submit CSV file by 17H00. (In the absence of point 1, the procedure will be as from point 2).
2. Komatsu and Toyota document submission cut off time to Clearing Supervisor on duty by 17h00 daily.
3. The Toyota Manifest to be extracted from the Toyota Portal and Komatsu Manifest to be hand delivered by the ToyKom Driver. 
4. Linehaul Operations must inform the Clearing Supervisor of vehicle and driver details by 16h00 daily.
5. All Toyota and Komatsu cargo to be cleared by 22h00.
6. ToyKom cash up to be performed and concluded by the Supervisor on duty.
7. All load documentation including LMS manifest, and EDI manifest must be sent to BMR Clearing Agents by 22h00 daily.
8. [bookmark: _Hlk170123653]Communication and cash up thereof must be posted on the BMR Namlog WhatsApp Group by 22h00 with the format displayed as an example in figure 1.
9. From 18h00 until 24h00, the Framing agent will continue with framing entries for Gentex Botswana Linehaul Clearing (see Gentex Express & Mix Cargo SOP) or as directed by the Clearing Supervisor.
Figure 1
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This SOP is implemented to ensure maximum efficiency and ensuring dedication to cut off times as stipulated in Linehaul Operations. 

[bookmark: _Hlk170122375]The Supervisor on duty actively engage all stakeholders on the BMR Namlog Whatsapp Group, and ensure all parties resolve their respective queries.  

Operational and Clearing Contacts:
· [bookmark: _Hlk170118627][bookmark: _Hlk170123839]Clearing and Forwarding Manager: 066 286 9987 
· Clearing Supervisor: 060 418 2483/ 068 262 4980
· JHB/ Gentex Ops Manager: 082 959 1344
· Linehaul Manager: 079 890 6972
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Driver: Francis Motete
Reg no:HWO1ZRGP

Manifest received at 20:30
Docs to be handed on Sunday
LMS docs: 28

Clearance docs: 28

Manifest: sent at. 02:41 .,
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