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	Brief
	The policy is applicable for all International and Domestic services.
SMSA Employees may refuse packages that fail to meet the appropriate criteria or that, in their judgment, might:
· Injure SMSA Employees
· Taint, or damage equipment or other packages.
· Street pickups from unknown shippers – refuse/ do not accept.
Important: SMSA responsibility for a package begins when an employee accepts the package.

	Purpose
	To provide guidelines for accepting the Shipments

	Persons Affected
	Managers and Supervisors in Operations, Hubs and Station where the Accepting, handing & sorting of shipments occurs.

	Responsibilities
	Station Couriers: responsible for inspection of shipments handed to them by customers.
Station & Hub / Supervisors: responsible for inspection of shipments as per the guidelines.

	Guidelines for Accepting Packages
	Acceptance Criteria:
The decision to accept a package is based on following categories:
· Packaging
· Contents
· Information on shipping documents
· Size (actual & dimensional)
· Weight
· Service
· Mode-of-Transport
· Value
· Payment Option

Important: Specific criteria may vary based on features of different services and contents of shipments

Sender Responsibility:
Senders are responsible for:
· Providing proper and acceptable packing of all shipments
· Providing accurate information on the shipping document
· Providing a valid account number whenever a shipment is billed to an SMSA account.

Important: Be sure required special handling labels are placed on the package (for example Dangerous Goods, heavyweight, Multi-Piece Shipment, etc).

Note: Dangerous Goods - only Dry Ice is acceptable

Packaging and contents criteria:
Every package shipped must be examined to make sure it is:
· Properly identified.
· Meets SMSA packaging guidelines.

Areas served and the commodity restrictions of specific countries are listed in the current Service Reference Guide (SRG).

Required Identification:

The following identification is required for every IP package.

	Single Package
	Multi-Piece Shipments

	· Sender Name, complete physical address, and postal code
· Recipient name, complete address, and postal code
· Completed Air Waybill
· All other required documentation
· Destination routing code
· Service labels, if required
· Special handling labels (for example Hold for Pickup, Heavy, Dim Weight, Dangerous Good), as applicable for service available to destination.

	· Sender Name, complete physical address, and postal code
· Recipient name, complete address, and postal code
· Completed Air Waybill on master package and IMPS labels on all other pieces.
· All other required documentation
· Master Air Waybill number written on each package (including the first package) below the recipient address.
· IMPS count label (Including the first package with master Air Waybill number and sequence number, for example, 1of 3, 2 of 3, 3 of 3)
· Special handling labels (for example Hold for Pickup, Heavy, Dim Weight, Dangerous Good), as applicable for service available to destination




All accompanying documentation is placed in a large international pouch securely sealed and attached to the first package with the Air Waybill.

Important: Place pouch on the shipment in such a way that it should be available on the shipment until it reaches destination.

Payment Criteria:

Packages are not accepted from customers on the Rejected Credit List unless the shipping charges are paid before accepting the shipment.

For all account number transactions, the sender is responsible for providing a valid SMSA account number.

Guidelines for Packages that cannot be Accepted

Unacceptable contents:

Packages that contain any of the following can never be accepted:
· Cash, currency, collectible stamps, or coins.
· Live animals, including birds, reptiles, and fish.
· Human remains or body parts: cremated or disinterred human remains.
· Items which require us to obtain a local license for their transportation.
· Items that may cause damage or delay to equipment, to personnel, or other shipments.
· Lottery tickets
· FM-04 class 8 Corrosives
· Items whose carriage is prohibited by law, statute, or regulation of any state or country through which the shipment must travel.
· Used hypodermic needles and syringes, sharp, or medical waste.

Unacceptable Shipments: Check current Service Reference Guide (SRG)

The table below provides a list of shipments that cannot be accepted and a reference where guidelines or more information is provided.

Table: Unacceptable shipments and where to find information

	Type of Shipment
	Where to find information

	Missing Air Waybill or other required documentation
	CORE / SRG

	Weight and size exceed limits for desired product type
	SRG

	Declared Value exceeds current limits
	SRG

	Destination country/city is not served
	SRG

	Commodity unacceptable
	SRG



Unacceptable packaging:

Dot does not accept shipments that meet any of the description below:
· Damaged cartons
· Fragile items that are not in approved packaging
· Heavy metal items packaged in thin cardboard boxes.
· Unpackaged items that require packaging (for example, unpackaged furniture or appliances)
· Kraft paper envelopes or Kraft paper wrapping
· More than two packages wrapped, bind, or taped together.
· Packages taped with household cellophane tape.
· Packages with rattling contents
· Packages without intact flaps
· Wet packages, or packages suspected of leaking.
· Untagged items that should be tagged
· Unsealed liquid containers.

Accepting Dangerous Goods Shipments:
The sender is responsible for properly identifying the Dangerous good contents of a package and for providing the correct Dangerous Goods labeling.
Note: Dangerous Goods - only Dry Ice is acceptable

	General
	Any exception to this policy must be approved by the Managing Director.
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