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	Unclaimed-Undelivered Shipments  
Disposal Policy
Owner/ Department: UAE Corporate
	Title of Policy
Owner/ Department: ___________



	Brief
	SMSA Express Transportation requires that all unknown, unclaimed and undeliverable shipments are handled properly as per the Policy.

	Purpose
	To provide SMSA employees guidelines related to unknown, unclaimed and undelivered shipments disposal from the operations department and selling them in an open day sale every six months.

	Responsibilities
	This policy applies to all Operations (Hubs & Stations) and Retail Operations.
Managers are responsible for implementing the policy and will be responsible to ensure all records related to the shipments are accurate and up to date. 
Operations Manager/Operations Supervisor/ Finance Manager/ HR Supervisor/ Purchasing Officer will record the disposal of the shipments. (The committee) 

	Guidelines










	The following rules will apply for the disposal of unclaimed, unknown, damaged & undelivered shipments from the operations department. Undeliverable shipments which SMSA attempted for delivery but due to a certain reason from the customer side was not delivered and Unclaimed shipments shall be forwarded to overgood (OVG) under Dubai HUB Operation after 15 days retention from the Retail and/or UTL. All unclaimed, unknown, undelivered shipments must be retained for 6 months starting from the following day of the receiving date in Unclaimed Goods. However, in the case of food or perishable items, these must be disposed immediately outside SMSA facilities within 15 days to avoid contamination. Supplements will be disposed after 3 months and other shipments after 6 months outside SMSA facilities starting from the next day, they are put in the OVG section. Dangerous or Hazardous unclaimed shipments must immediately be reported to the Operations supervisor and Manager then be disposed as per the correct and safest procedure.
Before delivery to the overgood section, all possible means to deliver the shipment must be made. UTL Dept will do the below mentioned procedures and transfer all the unclaimed shipments to Unclaimed Goods department.
· Apply (OVG - Handover to overgood section) on each shipment/MPS.
· Stick OVG sticker on each shipment/MPS.
· Send/Handover the shipment under new AWB to LH (separate manifest and non-Rev AWB)
· Unclaimed shipments must be scanned when handed over to LH for delivering to unclaimed goods section.



Unclaimed Goods representative will receive the shipments and confirms the following details:
· Type of shipment and compare it with manifest and description. 
· Date of transferring to unclaimed section. 
· Mention the reason for un-claim on excel sheet. 

He will then apply an Overgood In (OVGI) scan to reflect the receipt in CORE.
Shipment shall be maintained for 6 months from the date of receipt in Unclaimed Goods section.
The shipment(s) will be opened under the CCTV in presence of HUB supervisor, Security representative and/or anyone from the committee. All the shipments will be recorded on the excel sheet.
OPS department shall submit the report will full details of all shipments for disposal to the committee prior to disposing it.
Categorization of shipments shall be in the following manner:
· Normal Documents: will be destroyed upon completion of 6 months. 
· Valuable Documents: such as Passport, IDs, Certificate, Cheques, Bill-of-Lading, Letter-of-Credit will be forwarded to concerned authorities. 
· Low value/High value: such as damaged/unclaimed electronics, artwork, decoration sets etc. will be considered ready for disposal from the operations dept after completion of 6 months. 
Once the shipments disposal is finalized all necessary scans will be conducted to remove the disposed shipments from unclaimed shipments list.
OPEN DAY SALE:
· List of shipments (Low/High Value only) ready and marked for disposal will be sent via email to HR supervisor and procurement.
· HR supervisor will finalize the location and inform SMSA staff on the open day sale date. The display of the items will be made with reasonable costs (XX% of the actual market price of the item).  
· The staff will then visit the location where the items are displayed and buy whatever they want through cash only.
· The collection of the items is at the buyer’s responsibility and can be done upon successful payment of the selling price.
· The collection of the items has to be arranged without affecting the staff’s daily duties and responsibilities. 
· The cash collection representative from the committee will oversee the collection with his appropriate signature, date and time.
DISPOSAL of Shipments
· If shipment is not sold off and is of no further use, it will be disposed outside SMSA facilities. (No shipments will be sent to charity)
· Authorized disposal company must be used when disposing Dangerous or Hazardous shipments.
· Records of all disposals will be maintained by the purchasing department for any document/non document shipment sent for disposal
NOTES: 
· The staff has to buy the items through cash payment before collecting them.
· Exchanging of the items isn’t allowed.
· Cash refund isn’t allowed.
· The buyer will buy the items on his responsibility.
· SMSA have right to dispose the shipment after 30 days, if staff doesn’t claim his/her purchase at the open day sale.
A shipment can be classified as undeliverable when:
1. Delivery is impossible because of the unavailability or refusal of an appropriate person to accept delivery or sign for delivery of the shipments on the initial delivery attempt and reattempts. 
2. The consignee cannot be identified (unidentified packages) 
3. An unidentified package that has no documentation attached to the package, no SMSA account number, and no customer contact information, and the consignee cannot be identified from the package markings or contents. 
4. Consignee refuses to collect and the senders address is unknown 
5. The consignee’s address is illegible, incorrect or cannot be located 
6. The consignee’s place of business is permanently closed. 
7. The consignee is not present during delivery attempt for three consecutive business days, and attempt to contact the consignee have failed and no alternate instructions for delivery were received. 
8. The recipient is unable or refuses to pay for a COD Shipment 
9. The shipments contents or packaging are damaged to the extent that re-wrapping is not possible and consignee cannot be identified. 
10. The shipment containing contents or expressions offensive to the public decency 
11. Sender cannot be located, is unknown or refuses to accept the shipment to be returned at their expense. 
12. The shipment is improperly packaged for blood or diagnostic specimen contents. Shipment should be returned to shipper for disposal or be disposed through a proper medical disposal authority. 
13. Delivery is to an out of delivery area (ODA) and the shipment cannot be forwarded / delivered. 
14. Delivery of the shipment would probably cause damage or delay to other shipment or to equipment, or to injury to employees 
15. Delivery/carriage is prohibited by law, statute, or regulation of the country or origin or destination, or of any country through which the shipment may transit. 
· Do not classify a shipment as undeliverable when a business is temporary closed for religious holiday, funeral etc.
· Unclaimed shipments for current and active customer accounts should not be added or transferred to unclaimed shipments dept.
· No Account Customer Shipper shall be received as Unclaimed/Undelivered shipment, unless there is a valid proof of consent from the duly recognized Account Holder Representative.
· The reasons why a shipment is considered as undelivered, unclaimed must be recorded on a register by Operations Department.
· The shipment will be given a unique reference number. This number will be recorded on the shipment as well as being recorded on the Unclaimed Goods Shipment Register so that it can be easily identified.
· Any claims by customers after the destruction, disposal or sale will be dealt with as per SMSA policy and be referred to legal.
· All records including the manifest must be available for audit purposes.
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