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	AIR IMPORT CLEARANCE PROCEDURE
Owner: Manager, SMSA Freight
Department: SMSA Freight



	Objective
	To ensure custom clearance formalities are carried out promptly and efficiently in time complying with applicable statutory and regulatory requirements and satisfy customer requirements.

	Scope
	Custom clearance of airfreight cargo imported shipments.

	Responsibilities
	Custom Broker

	Detailed Procedure/Steps



























		
1. Receive the custom file from SMSA Freight clearance coordinator duly completed with all applicable documents and attachment.  

2. Check the custom file for completeness of documents, if ok sign the Job Order Checklist (Refer to Documents required for Custom clearance)

3. Enter the cargo details in the custom online computer system as per Bayan draft, print Bayan and hand over the custom file to customs senior inspector for review and to nominate one of the inspectors for inspection of the shipment.

4. Collect the custom file from senior inspector duly signed and arrange for custom inspection through the air-handling agent to deliver the cargo to custom inspection area.  

5. As soon as the cargo taken to custom inspection area, arrange airport-handling laborers to open the parcels for inspection and be present at time of opening the cargo.  

6. Attend the inspection of the cargo if any discrepancies or any remarks raised by the custom inspector inform the Sr. Broker / coordinator immediately.  If no remarks advised by custom inspector, get the signature of the inspector on the Bayan.   Collect the shipment customs file from the senior inspector duly approved. 

7. Ensure that Labourers properly close all parcels after the custom inspection is over.

8. If there is any exempted item on the shipment as per the Bayan, submit the file to custom exemption office to get approval of the exempted items.

9. For nonexempt shipment get the Bayan copy from the senior custom senior inspector duly signed and stamped together with original delivery order and pay the applicable custom duty. Collect the final release documents from custom accounts / senior inspector. 

10. Arrange separate gate pass if applicable for the driver to enter custom zone to load the cargo. After loading ensure that the cargo is lashed properly on truck and nothing was left behind in the custom area. Hand over the cargo delivery receipt to the driver to deliver the cargo accordingly or to go to SMSA warehouse or direct delivery to customer.  If any cargo missing inside the Saudia/Customs warehouse, report should be obtained by Saudia/Customs prior to take it out from Customs Warehouse 

11. On each stage of custom clearance procedure update the Sr. Broker / coordinator the status of custom clearance formalities and steps without fail.

12. After completion of custom clearance formalities for all air freight shipments come back to office to hand over all Bayan copies and all original payment receipts on a daily basis.

13. Collect the cash/cheque from Cashier for day to day operations using IOU form and same should be settled next day attaching all original payment receipts    

Note: Broker is not allowed to keep in his custody or to retain any Bayan copy or receipt or any other customs document for the next day without Manager approval.

                
DELIVERY ORDER COLLECTION

All delivery order should be collected from Saudia as per the details given by coordinator/operations 

All Delivery order should be delivered to SMSA Freight Offices same day along with delivery order receipt  

[bookmark: CCJobFile]CUSTOM CLEARANCE JOB FILE

Maintained by custom clearance department. Traceable by number automatically assigned by the online computer system. Contents of which as follows:

· Copy of shipping documents (Invoice, Certificate if Origin & Packing list)
· Job order checklist
· Document Discrepancy Notification (if applicable)
· Estimated Charges Notification
· Custom Bayan copy
· Copies of all payments receipts (Cash Customer only)
· Copy of cargo delivery receipt
· Costing sheet
· Quotation 
· Transport Request 
· Copy of SMSA Freight invoice 
· All correspondence related to the shipment

Clearance Lead Time
Lead time for air clearance is 2 to 3 working days from the date of customs file received from Clearance coordinator.
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