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	Brief
	Cash is necessary for the export freight business activity due to the nature of the industry in Egypt. To meet such necessity, it is SMSA’s policy to establish a foreign currency Fund. 
The following policy and procedure are issued for the Management and Control of a Foreign Currency Fund in such activity of SMSA EGYPT.

	Purpose
	To provide policy and procedure for the Management and Control of a Foreign Currency Fund in related freight departments of SMSA EGYPT.

	Persons Affected
	Freight Manager, Accounting Supervisor, and Cashier.

	Responsibilities
	Country General Manager, Manager Freight, Finance Manager, Accounting Supervisor, and Cashier.

	Guidelines
	Fund Establishment: 
The necessity to establish a separate fund for the freight department will be evaluated by the Country General Manager, Freight Manager, and Manager of Finance. 

Fund Ceiling:
A maximum ceiling of USD 20,000.00 shall be set for this purpose in IBU controlled USD bank account, based on required expenditure for export shipment requirements, the fund ceiling may be reviewed periodically to increase or decrease the quantum of funds. The Country General Manager and Manager Finance are responsible for conducting a periodic review of the fund ceiling.  

Business Plan:
Country General Manager in consultation with Freight Manager and Manager Finance to provide a business plan initially for FY 2023 Q2 (April to June) and this needs to be submitted every quarter. The performance against the plan for the quarter finished needs to be sent along with the new plan.

Fund Custody: 
For this Fund, the main cashier will be responsible for issuing the required cheques and authorized disbursement of the fund including preservation and filing of records/vouchers concerning Fund utilization and replenishment. Manager Finance should review the physical fund balance against the record submitted by the cashier and any discrepancies need to be reported to Country General Manager without any delay.  

Fund Utilization: 
This fund will be utilized only to pay the freight, THC, Demurrages, Detention, or any terminal charges and Insurance charges for the export freight business activity in Egypt, and not be allowed to be utilized in any other operational activity.

Fund Operation: 
The Foreign Currency Fund shall be operated with the following key guidelines: 
a. The request duly signed by the Manager Freight & Country General Manager will be received from the freight department along with the supporting documents and cost sheet.
b. Main cashier after written consent of the Manager Finance will process the payment accordingly and the payments will be via issuing a cheque in the name of the beneficiary and direct bank deposit in the account of the shipping line, then receiving the Master Bill of Lading (MBL) on the spot, and preserving all the original receipts and invoices according to the finance department process.
c. Copy of the invoices and receipts will be forwarded to the freight department to be uploaded into the freight system. 
d. Maximum limit per transaction is USD 10,000.00, and bank transfer will be proceeded for above.
e. Replenishment will be processed upon 50% utilization of the fund via bank transfer from the main USD account controlled by HQ to the IBU controlled USD bank account against the actual expenditure upon proper approval from the Country Manager and Manager Finance.
f. Submitting the MBL to the customer against the payment then invoices and collection will be in foreign currency only.
g. All collections will be deposited in main USD bank account
h. Replenishment request to SMSA HQ to be supported by original invoices and supporting for customer deposits in/transfer to main USD bank account.

Procedure/Process/Responsibility for purchase of US dollars, to be updated by Egypt team.
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