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	    Shipment Insurance Policy
                          Owner/Department: IBU – UAE Operations



	Overview
	All operation staff receiving insurance-charges for the international & domestic outbound shipments should handle it very carefully and remit the same day to the finance. 

	Purpose
	To protect company & customers in case of loss & damage during transportation of shipments

	Person Affected
	All operation staff receiving insurance charges from customers. 

	Responsibilities
	· Department managers should ensure that staff handles insurance-cash in most appropriate manner.
· Operation Staff remits insurance money collected timely 
· It is the prime responsibility of operation staff than they should handle and remit cash collected against insurance charges in the most proficient manner. 

	Policy
	Insurance Fees:
· Calculated for both Domestic and International shipment at 2% of Declared Value for Carriage as declared on the air waybill.
· Maximum Declared Value for Carriage we allow for shipment is as follows:
· Envelope         AED 370/- (USD 100)
· Pak                  AED 370/- (USD 100)
· Box                  AED 185,000/- (USD 50,000)

Exception:  Items of Extraordinary Value described below are allowed to be declared up to a maximum limit of AED 3700 (USD 1000) per shipment.
Items of Extraordinary Value:
· Items of extra-ordinary value Include but not limited to: antiques (tableware, glassware, collector items, etc). Artwork (painting, drawings, vases, tapestries, limited edition prints, statuary, sculpture, collector items, etc). Collectibles (coins, stamps, etc). Glassware (singe mirror, ceramics, porcelain, china, crystal glass, framed glass, etc). Jewelry (watches and their parts, precious and semi-precious gems and stones, costume jewelry, industrial diamonds, etc.) and precious metals (silver bullion or dust, gold, platinum…) etc.

Claims:
· While delivering the shipment the customer must make sure that it is free from any damage, in case there is damage he must make claims in writing addressed to Claims section of the Customer Service Department.
· Cash Customers shipments pickup by operation staff with declared value more than 100 USD, should be insured or indemnified.
· Corporate Customers shipments pickup by operation staff  with declared value more than 100 USD, will not be require to indemnified as limited liability already agreed in contract, insurance option can be offered if customer required.  
· If customer opted to insure the shipment the insurance form should be properly completed with the customer's information and should be duly signed by the shipper.
· If cash customer opted not to insure the shipment the indemnity form should be filled up and signed by the customer.
· Operation staff is liable for any claims resulting to damages or lost of cash customers’ shipments which were not insured or indemnified.
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