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	Shipments Acceptance Policy
                       Owner/ Department: IBU – KWT, SMSA Service Centre



	Brief
	SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  accepts walk-in and corporate customers’ shipments. SMSA Express may refuse shipments that fail to meet its criteria for acceptance.

	Purpose
	Proper shipments’ acceptance prevents service failures.

	Responsibilities
	Service Centre Executive XE "Retail Executive (RE): SMSA Express employee who serves its customers at the Front Counter (Retails)"  is responsible to ensure that all shipments meet SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  criteria of acceptance.

Sales Manager, through Service Centre Supervisor XE "Retail Supervisor (RS): SMSA Express employee who directly supervise Retail Executives in number of retails" s, is responsible to ensure that all Service Centre Executive XE "Retail Executive (RE): SMSA Express employee who serves its customers at the Front Counter (Retails)" s are following this policy & procedures.

	Guidelines
	Criteria of Acceptance are based on the following:

· Packaging

· Contents
· Required shipping document
· Size

· Weight

Sender’s responsibility:

· Providing proper and acceptable packaging
· Providing accurate information on the shipping document
Criteria for Packaging & Contents
· Contents should properly identify and checked at the time of acceptance.

· Packaging should Meet SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  packaging guidelines.

Criteria of payment:

· Cash Customers: shipping charges should be paid at the time of acceptance
· Credit Customers: Sender should provide valid SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  account number
Packages cannot accepted because of:

· Unacceptable packaging
· Prohibited contents: See the SRG XE "Service Reference Guide (SRG):" 
· Dangerous goods not following IATA and/or KWT regulations.

· Sender failure or refusal of providing ID copy or ID number.

· Uncompleted address.

Procedure for Manual Air waybill 
1. Give the Sender blank AWB.

2. Take copy of the Sender’s ID or at least the Sender ID number, and write it clearly on the designated form.

3. Audit the AWB and documentation, ensure of the following:

4. Proper AWB completion (refer to Air Waybill (AWB) Completion Procedures). Resolve incomplete or incorrect entries with the Sender before separating the AWB.

5. Required shipping documents (refer to Required Shipping Documents) if needed.

6. For multi shipment ensure of number of pieces and tally them with what has mentioned on the AWB.

7. Verify the declared value (refer to declared value P & P) 

8. Verify documentation requirements and ensure they meet SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  standards (refer to Required Shipping Documents). It is important to make sure that the documentation requirements for commodity and destination are met and the Sender has provided all necessary paperwork (See the SRG).

9. Ensure the contents are not prohibited items. If the Sender brining his own packaging open the package check the contents and then seal it back, this should be done at presence of the Sender. (DO NOT ACCEPT A SHIPMENT WITHOUT INSPECTING THE CONTENTS)

10. Complete the required SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  employee entries on the AWB.

11. Print the Service Centre Code on the AWB.

12. Collect payments if customer is paying cash or using his credit card. For corporate customers verify SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  account number and ensure it has been printed clearly in the billing AWB copy. 

13. Remove Sender copy and give it to him.

14. Do the PUP scan (refer to scans)

15. Peel off the shipment tracking number label:

a. Peel-off (Remove) shipment tracking number label from the left side of the AWB and stick it on the shipment, for multi pieces shipments stick it on the package with the maser AWB as follows:

16. SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."   XE "FedEx: Federal Express Corporation" Packaging: stick it just below the Logo.

17. Customer XE "Customer: a person or company that buys SMSA Express services"  packaging: stick it just above the AWB and the Pouch.

18. If commercial invoice is needed remove another peel-off shipment tracking number label from the left side of the AWB and stick it on the upper right corner of the commercial invoice.

19. Place the paperwork in the pouch:

20. Remaining copies of the AWB.

21. All accompanying documentation in separate pouch.

22. After sticking the pouch on the package, ensure it is properly sealed (DO NOT LEAVE POUCHES OPEN)

23. Routing code: clearly mark the routing code on the package.

24. Apply appropriate labels: Place the proper label next to the AWB.

Procedure for SAM Air waybill 
1. The Service Centre Executive gathers information from the Sender for the following
a. Sender details (Name , Address, Telephone , etc)
b. Consignee Details (Name, Address, Telephone , etc)
2. Take the required shipping documents (refer to Required Shipping Documents) if needed from the Sender to identify the value of the consignment (Invoice)

3. Ensure the contents are not prohibited items. If the Sender brining his own packaging open the package check the contents and then seal it back, this should be done at presence of the Sender. (DO NOT ACCEPT A SHIPMENT WITHOUT INSPECTING THE CONTENTS
4. Verify documentation requirements and ensure they meet SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  standards (refer to Required Shipping Documents). It is important to make sure that the documentation requirements for commodity and destination are met and the Sender has provided all necessary paperwork (See the SRG).

5. Gather other information Contents, no of pieces (in case of multi-piece shipment), Weight, Insurance etc.
6. Prepare the SMSA automated air waybill & get the sender to check the information, approve and sign the air waybill (refer to Air Waybill (AWB) Completion Procedures)

7. Take copy of the Sender’s ID and retain the copy of the ID

8. Collect payments if customer is paying cash or using his credit card. For corporate customers verify SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  account number and ensure it has been entered correctly on the air waybill. 
9. Prove the customer with an receipt of the cash received.
10. Print 3 copies of SMSA airway bill.
a. The original signed copy to be retained at the Service Centre file.
b. The Second copy to be given to the customer for his reference.

c. The third copy to be attached to the shipment 

11. Do the PUP scan (refer to scans)

12. Pouch the airway bill, invoice and stick it to consignment. After sticking the pouch on the package, ensure it is properly sealed (DO NOT LEAVE POUCHES OPEN)

13. Using a permanent market write the air waybill on each piece of the consignment for easy identificaiton

14. Apply appropriate labels: Place the proper label next to the AWB.

Acceptance Check List

When Customer shipping a package, overlooking the smallest detail can unfortunately lead to delays. So before you finish acceptance, please look over this list and make sure that Sender got everything covered.

International:

1. Check Country and SMSA/ Shipping Restrictions
International Shipments: Make sure the commodity is acceptable for shipment to the destination country via the service Sender has selected. View both the Destination Country and restrictions (See the SRG).
2. Check Required Forms for Completeness and Consistency
make sure Sender correctly and consistently complete all necessary forms as discrepancies can cause delays. These forms include a signed International Air Waybill, the primary shipping document for most international shipments.
Other documents needed vary by shipment, and may include the Commercial Invoice and Shipper's Export Declaration, indemnity letter, and/or any other forms.
 

3. Check Content Descriptions for Accuracy and Legibility
List separately each commodity that Sender is shipping and provide a detailed and accurate description of each, including what it's made of and how it will be used. Be specific and consistent in the content descriptions on the Air Waybill, Commercial Invoice, and other required documents. If the sender brings his packaging, it should be opened on the counter and the contents should be checked carefully. 
4. Check Declared Value for Accuracy
The Declared value, along with the description of the content, is used to determine duties and taxes. Make sure the declared value sender has entered for Customs reflects an accurate value. The declared value, along with the description of the content, is used to determine duties and taxes. 
 

5. Check Contact Information for both Sender and Consignee
Phone, telex, or fax numbers are often the only way to notify recipients of their shipment. Include phone, telex, or fax numbers for both the sender and the consignee on the address labels. For international shipments, the Sender should provide full address. Advise the Sender to put labels on two sides of the package, and include another inside the package.
 

6. Legibly Print the Commodity's Country of Origin
Make sure the sender has legibly print his commodity's country of origin.
 

7. Package Shipment Securely
Do not exceed the weight specification of the packaging sender is using. Seal packages securely with 2" (5.08 cm) wide, pressure-sensitive, plastic tape. Do not ship items loose in cartons. Use fillers for inside protection. For more details on packing a shipment, see Packaging & Contents P&P for High Value shipments’ policy (See HVS P&P).
 

8. Insurance for High Value Items
Ensure the customer has purchase insurance from SMSA’s insurance company when sender is shipping high value items. Alternatively, sender has signed indemnity letter. 

Domestic:

1. Check Address & Destination City 
Make sure the address including the telephone number is correct. Double check with the Sender if the destination is correct and all contents are backed.

2. Check Required Forms for Completeness and Consistency. 
Make sure Sender correctly and consistently complete all necessary forms as discrepancies can cause delays. These forms include a signed International Air Waybill, indemnity letter. 
3. Check Contents Descriptions for Accuracy and Legibility
List separately each commodity that Sender is shipping and provide a detailed and accurate description of each. If the sender brings his packaging, it should be opened on the counter and the contents should be checked carefully.
4. Check Declared Value for Accuracy
The Declared value, along with the description of the content. Make sure the Declared value sender has entered is accurate value. The declared value, along with the description of the content, is used to determine company liability and insurance premium. 
5. Check Contact Information for both Sender and Consignee
Phone, telex, or fax numbers are often the only way to notify recipients of their shipment. Include phone, telex, or fax numbers for both the sender and the consignee on the address labels. For international shipments, the Sender should provide full address. Advise the Sender to put labels on two sides of the package, if possible, and include another inside the package.
6. Package Shipment Securely
Do not exceed the weight specification of the packaging sender is using. Seal packages securely with 2" (5.08 cm) wide, pressure-sensitive, plastic tape. Do not ship items loose in cartons. Use fillers for inside protection, otherwise, change the packaging. For more details on packing a shipment, see Packaging & Contents P&P for High Value shipments’ policy (See HVS P&P).
 

7. Insurance for High Value Items
Ensure the customer has purchase insurance from SMSA’s insurance company when sender is shipping high value items. Alternatively, sender has signed indemnity letter. Otherwise, he should provide insurance.
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