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	Over Goods Packages Policy
Owner/ Department: IBU-KWT, Operations



	Brief
	When all efforts to complete the delivery of a shipment to the intended consignee or to return an undeliverable or refused shipment to the sender have failed, the shipment is sent to or recorded by the local Over goods Section for additional research and disposition.

	Purpose
	To provide guidelines for over goods shipments

	Persons Affected
	Ops Supervisors, Operation Managers and SMSA employees involved in the handling the over goods shipments in stations.

	Responsibilities
	UTL / Station Agent - liaises with the Manager / Supervisors in the station

	Guidelines






	Over goods Section location:
The Over goods Section is a central receiving location where unidentified, undeliverable, or refused shipments are sent and sorted in a secured area.
Over goods section function:
· Records and categorizes all items received daily.
· Enters and updates information with status and final disposition of the shipment and loose air waybills in the Over goods Shipment Log Sheet 
· Dispose of all items received by following established procedures.

Shipment Classification
   A shipment sent to over goods is placed in one of the categories shown below:
	Classification
	Description

	Unidentifiable/
undeliverable shipment
	All efforts to locate or identify both the sender and the consignee for disposition have failed

	Refused shipment
	Both the consignee and the sender refuse to accept delivery or return of the shipment
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