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SMSA Express Transportation LLC
P.O. Box 36670, Dubai, UAE
	3rd Party Vendor 
Pickup Work Instructions

Owner/ Department: Operations



	Overview
	This document to be used by any SMSA Third Party Vendor involved in a pickup of SMSA shipment within or outside the SMSA UAE network. 

	Person Affected
	3rd Party Vendors, SMSA Operation, HUB and Gateway agents. 

	Instructions
	3rd party vendor employee will use this document (Pick up Manifest form) for all pickups he is assigned by SMSA Operations Staff
3rd Party Vendor Employee will ensure that the below details are completed on the manifest form
· 3rd Party Vendor Employee Name

· 3rd Party Vendor Employee Number

· CORE PDA ID

· Date

· 3rd Party Vendor Employee signature

· Customer Name - Dispatcher will provide the customer name for pickup
· Dispatch No. - Dispatcher will provide the booking number for pickup

· Ready & Closing Time - The time shipment ready to pickup and customers business closing time
· Service Type - Shipment for International / Domestic / SLTL etc.
· Time Collected - Actual time shipment collected from customer
· Customer Signature - Shipper signature as a acknowledgment of number of shipments / pieces hand over
· Pickup Exception (PUX) - Reason if any miss pickup
· Total regular stops and number of AWBs / pieces

· Total on call stops and number of AWBs /pieces

 

SMSA Operation, HUB , Gateway agent and dispatcher
· To reconcile and confirm actual packages picked up against received 

· Report pickup exceptions to DMPR (Daily Miss pick up report)
· Physical filing of the manifest
Important: 

· Retention of Manifest should be 90 days. 

· 3rd Party Vendor employee must ensure that SMSA Staff receiving the shipment at STN/HUB/GW signs the receipt of receiving the packages on the Manifest.
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