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	Abu Dhabi Line Haul Work Instruction
Owner/Department: IBU-UAE, Operations



	 Brief
	Work process and procedure for preparing and dispatching line haul shipments between Dubai HUB and Abu Dhabi station.

	Purpose
	1. To standardize the process of domestic line haul.
2. To provide a guide for employees working on processing and dispatching line haul shipments.  

3. To ensure employees are able to perform as per company expectation and department’s key performance indexes.
4. To maintain integrity of work, commitment time and quality of work up to company standards.

	Responsibilities
	1. Handler – Hub are responsible for preparing shipments for transfer between HUB and Stations.
2. HUB Agent - Responsible for checking, sorting, scanning and preparing needed transfer documents to dispatch line haul shipments.
3. Station Agent - Responsible for checking, sorting, scanning and preparing needed transfer documents to dispatch line haul shipments.

4. Line Haul Courier - Responsible to transfer the shipments between HUB and station on approved schedule to avoid delay commitment.   

5. Security Executive is responsible to ensure shipments are tags which SMSA security seals and checked vehicle documents and vehicle Seal/Tag prior to departure from HUB.

	Definition of terms


	1. CONS refers to Consolidate
2. TRI refers to Transit In scans
3. TRO refers to Transit Out scans

4. Docs refers to Documents

5. Non – Docs refer to Non Documents 

6. AWB refers to Airway Bill
7. Express / E-com / SDC / EES refers to SMSA services
8. SIP refers to Station Inbound Package scans.

9. SOP refers to Station Outbound Package scans.

10. HIP refers to Hub Inbound Package scans.
11. HOP refers to Hub Outbound Package scans.


	Detailed Procedure/Steps

	1. Processing and dispatch line haul shipments from Dubai HUB
1.1 HUB Agent receives inbound shipment from gateway and applies HIP scans.

1.2 HUB Handler segregates Abu Dhabi Docs from Non Docs, forward shipments to Abu Dhabi shipments handling area.

1.3 HUB Agent prepares separate CONS for Abu Dhabi shipments.
1.4 HUB Handler will do separate bagging for Docs and Non Docs shipments and place necessary identification stickers on the bags / box.
1.5 HUB Handler tags the mother bags with SMSA security seal which provides by HUB Agent.
1.6 HUB Agent calculates the number of bags / boxes to be dispatch to Abu Dhabi and prepare UAE Line haul manifest.  
1.7 Security Executive will check the Line haul manifest and confirm the number of   bags/boxes to be loaded to vehicle.
1.8 HUB handler loads the sealed bags & boxes to line haul vehicle under supervision of security/HUB Agent.
1.9 Security Executive places the vehicle seal and signed the line haul manifest.
1.10 Linehaul - Courier signs the linehaul manifest and accepts the shipments for transfer. 
1.11 Hub and Line haul agent applied HOP scan on consolidated cons

1.12 Linehaul – Courier moves the shipments from Dubai Hub to Abu Dhabi Station at below time schedules. 

ETD DXB – 21:00hrs   -   ETA AUH – 23:00hrs
1.13 Linehaul – Line haul drivers verifies vehicle tag, number of bags/boxes, scans and verifies the shipments in Abu Dhabi station & signs the Line Haul manifest
1.14 Abu Dhabi Station Agent prepares master CONS for inbound shipments and applies SIP scans next morning.
1.15 AbuDhabi Station Agent will tally number of shipments and sends revert alert to DXB HUB.  

2. Processing and dispatch line haul shipments from Abu Dhabi Station 

2.1 Station Agent receives pickup shipments from courier / SSC in station.
2.2 Station Agent segregate shipments per Express, E-com, SDC & EES service, domestic & High value (above 1000AED) shipments. 
2.3 Station Agent remove AWB and Invoice copies from Express and EES service shipments for manifesting.
2.4 Station Agent prepares master CONS and applies SOP scans.
2.5 Station Agent bag the shipments separately for Express, E-com, SDC & EES service, domestic & High value (above 1000AED) shipments.
2.6 Station Agent tags the mother bags with SMSA security seals.
2.7 Station Agent will calculate the number of bags / boxes to be dispatch to Dubai Hub and prepare UAE Line haul manifest.
2.8 Linehaul - Courier sign the linehaul manifest and accept the shipments and manifest documents for transfer.
2.9 Station Agent places the vehicle seal and signed the line haul manifest.
2.10 Linehaul – Courier moves the shipments from Abu Dhabi Station to Dubai Hub at below time schedule –
ETD AUH - 1730hrs   -   ETA DXB – 19:30hrs    

2.11 Linehaul – Courier handover the shipments and manifest documents in Dubai HUB.
2.12 Security executive verify the vehicle tag with linehaul manifest and open the seal.
2.13 HUB handlers offload the bags/boxes from vehicle and apply HIP Scan.
2.14 Sorter will sort the shipments based on destination.
2.15 HUB Agent prepares master CONS for Abu Dhabi shipments 
2.16 HUB Agent will tally number of shipments and sends revert alert back to station

	Related Documents


	· UAE Linehaul Manifest
· SMSA UAE Hub & Spoke connection schedule 
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