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	Overview
	SMSA provides HAL (Hold-At-Location) service for its customer who would prefer to receive their shipment thru any of our branches kingdom-wide. 

	Person Affected
	SSC Sales Executives

	Instruction
	SSC Executive should notify or inform the recipient through telephone calls and SMS facility on the first business day that the shipment arrives at the destination SSC .
SSC Executive should advise the recipient as part of notification of any charges (for example, transportation, duties, etc.) due prior to the release of HAL shipment whenever applicable.
SSC Executive should record the name of the person contacted on (COSMOS) and on the HAL follow-up form.
SSC  Executive should do the notification process for five consecutive working days or until shipment gets delivered within the 5 consecutive working days.
If shipment remains uncollected after the 5th working day, SSC  Executive must on the 6th day do a final call to both sender and recipient of all overdue IB HAL in his SSC  to promptly inform the customers that shipment will be moved out of the SSC  location and will be forwarded back to the UTL section.
Prior to the return of Overdue IB HAL SSC  Executive must send an advisory to UTL, CSD and both Origin and Destination stations of operations notifying return of uncollected HAL shipment from the SSC  location.
All Overdue IB HAL shipments (5 days and over) should be referred to UTL for final disposition.
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