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	Brief
	SMSA use air waybills for all international and domestic shipments.

	Purpose
	The AWB is a legal document for shipping, manifesting, customs clearance, tracking and billing. It is a contract between the sender and the company.
The entries on the AWB protect both SMSA and sender by providing the following information:
1. Nature of goods being transported
2. Quantity of goods being transported
3. Number of pieces (packages) in the shipment
4. Weight of the shipment
5. Type of service requested

	Responsibility
	Service Center Executive: To ensure accuracy of information is declared by the sender and the air waybill has been accurately prepared.
 Service Center Supervisor: To audit and ensure that the policy is followed and the retention of the document is as per the policy

	Guidelines
	Cash Customer:
Manual Air Waybill
1. The Service Center Executive is responsible to provide a blank AWB to the sender.
2. The Sender is responsible for completing the AWB; however, the Service Center Executive who accept the shipment or handle customer-shipping requests must be familiar with procedures for completing AWB so he can answer customers’ questions.
3. If the sender needs assistance in the completion of AWB, particularly due to the sender’s physical or language limitations, the Service Center Executive should assist the sender as requested. However, the sender must sign the AWB.
4. The Service Center Executive is responsible for completing the required employee entries.
5. Service Center Supervisor should ensure that every Service Center Executive is following this policy and procedure.

Sender completes the following:
1. Sender section
2. Recipient section
3. Services
4. Packaging
5. Payment
6. Shipment’s Information
Service Center Executive completes the following:
Service Charges in the payment section and information for Manifesting purpose
Once the air waybill is completed and signed by the Sender the following need to be done 

a. Sender Copy                  -     To be given to the Sender
b. Manifest Billing Copy   -     Finance Copy
c. Origin Copy                    -     Attach with the Shipment for Ops
d. Cash Manifest Copy     -     Retain at the Service Center
e. Destination Copy          -     Attach with the shipment 
f. Recipient Copy              -     Attach with the shipment 

Sender Section of the AWB (Section number-1)
	Field/Line Name
	Required Entry

	Date of Shipment
	Month, Day, and Year (Gregorian) when the shipment is tendered to SMSA.

	Sender’s SMSA 
	Sender’s SMSA Account Number

	Account Number
	

	Sender’s Name
	Sender should print his name.

	Phone Number (very
	Sender should print his telephone number or

	important)
	Company telephone number if he represented a company.

	Company
	Sender’s company name and he may add

	
	Department name.

	Address
	Sender may print street address, including

	
	Building name, suite, and office number, if applicable.

	City
	City and Town name of origin.

	State/Province
	Sender and province name of origin.

	Country
	Sender’s country of origin.

	ZIP/Postal Code
	Sender’s ZIP or Postal Code, if applicable.



	Recipient Section of the AWB (Section number-2)

	Field/Line Name
	Required Entry

	Recipient’s Name
	Sender should print the recipient’s name.

	Phone Number (very important)
	Sender should print recipient’s telephone number or company telephone number if he represented

	
	a company.

	Company
	Recipient’s company name and he may add

	
	Department name.

	Delivery Options
	Select whether it’s a Hold at Location, Business

	

	
	Address or Street/Wasel Address

	Address
	Sender may print Recipient’s street address,

	
	Including building name, suite, and office number, if applicable.

	Cell Phone Number
	Wireless Number other that mentioned in Phone

	
	Number

	City
	Major and well know place where the consignee is

	
	located

	State/Province
	Province’s name of origin.

	Country
	Recipient’s country of origin.

	ZIP/Postal Code
	Recipient’s ZIP or Postal Code, if applicable.



	Services (Section number-3)

	Field/Line Name
	Required Entry

	Domestic or International
	Select on the boxes given

	Products and Services
	Select what type of products or services is

	
	being availed

	
	1.      SMSA Priority DOX

	
	2.      SMSA Priority Parcel

	
	3.      SMSA Service Center to Service Center

	
	4.      SMSA 10Kg Box

	
	5.      SMSA 25Kg Box

	
	6.      Others (Own Packaging)



	                                                   Packaging (Section number-4)

	Field/Line Name
	Required Entry

	Packaging
	Selects what type of Package

	 
	1.     SMSA Envelope

	 
	2.     SMSA Pak

	 
	3.     Others (Own Packaging)

	
Payment (section number-5 - A

	Field/Line Name
	Required Entry

	Bill Sender
	Sender should write the SMSA account number and mark sender account number box when shipping charges are to be billed to the SMSA account number

	Bill Recipient
	Sender should write the SMSA account No and  mark Recipient box when shipping charges are to be billed to the Recipient SMSA account No.

	Bill Third Party
	Sender should write the account number and mark Third Party account number Box when shipping charges are to be billed to Third Party

	
Payment of Duties and Taxes (section number-5 B)

	Recipient 
	Sender should mark Recipient box when Duty & Taxes charges are to be collected from Recipient

	Third Party Recipient 
	Sender should mark Recipient box when Duty & Taxes charges are to be collected from Third party other than the Recipient

	Sender Account Number
	Sender should write the SMSA account number and mark sender account number box when Duty and taxes are to be billed to the SMSA account number



	Shipment Information (Section number-6)

	Field/Line Name
	Required Entry

	Total Packages
	Sender counts number of shipments and number of pieces in one shipment.

	
	 

	
	Service Center Executive is responsible to recount at the time of acceptance and tally the numbers with what the sender has wrote.

	Total Weight
	Sender prints the total weight per shipment.

	
	 

	
	Service Center Executive is responsible to reweigh the shipment at the time of acceptance and tally the numbers with what the sender has wrote.

	
	 

	
	In some cases, DIM is required Refer DIM weight Policy

	Country of Manufacture
	Sender prints country where contents were

	
	Manufactured.

	Specify currency of
	Legal currency of origin country to express

	
	Declared value express on the AWB.

	
	 

	
	For all outbound shipments, the currency of the DV is BHD or USD.

	Total declared value of Carriage
	Sender prints the total value of carriage; this

	
	Amount must not be more than the total declared value for customs.

	Total declared value of Customs
	Selling price or replacement cost (even if not sold

	
	Or for resale) of contents on line corresponding to related commodity (contents), packages and weight.

	
	No commercial value is acceptable to most destinations except some countries specified in the SRG.

	
	Sender prints complete and accurate description of shipment contents, quantities, and intended to

	Commodity description and Harmonized code
	Use (for example, gift and sample).

	
	Service Center Executive should ensure the shipper did not use general terms.

	
	Harmonized code used for customs classification, if known.

	
SMSA Use Only (section number-7)

	Field/Line Name
	Required Entry

	Transportation Charges
	Base Rate for the shipment charges

	Coverage Charges
	Insurance premium if charged 

	Other Charges
	Any other Charges, VAT etc.

	Total Charges
	Total of all the above charges

	Currency 
	Currency of the Charges Collected

	Origin Station ID
	Origin station ID from where the shipment collected

	Destination Station ID
	Destination 3 letter code where the shipment is going to 

	URSA Routing
	Routing code 

	Handling Units CM
	 

	Total Volume CM
	Total Chargeable weight applied

	REG. Stop
	 

	On Call Stop
	 

	Drop Box
	 

	Service Center 
	If the shipment is for Service Center - Service Center code 

	Station 
	 

	Pick up Employee No
	Employee ID who picked up the shipment 

	Date 
	Date

	Audit Employee No.
	Employee who Audited the airway bill

	Date 
	Date 



Note : Terms and condition of carriage is available on the back side of the air waybill, the customer should be encouraged to read this at all times. 

SMSA Automation  Manager-  SAM Light

1. The Service Center Executive is responsible to enter the data on the SAM Light application on behalf of the customer.
2. The Service Center Executive should obtain all relevant information that is required as mandatory to complete the air waybill. 
3. After completion the sender must check the information to be accurate and then sign the AWB.

	Sender Section of the AWB (Section number-1)

	Field/Line Name
	Required Entry

	Name
	Enter Sender Full Name

	Phone Number
	Enter Sender Telephone Number

	Alternative Phone (Optional)
	Optional Enter Alternative Phone Number

	Country
	Enter the Sender Origin Country

	City
	Enter the sender Origin City Name

	Company
	If the shipment is commercial /Establishment, enter the name of the company sending the shipment

	Address
	Enter Full Physical Address of the Sender

	Postal Code
	Enter the Postal Code 

	
Recipient Section of the AWB (Section number-2)

	Field/Line Name
	Required Entry

	Name
	Enter Recipient Full Name

	Phone Number
	Enter Recipient Telephone Number

	Alternative Phone (Optional)
	Optional Enter Alternative Phone Number

	Country
	Enter the Recipient Destination Country

	City
	Enter the Recipient Destination City Name

	Company
	If the shipment is sent to a commercial/ establishment, enter the name of the company receiving the shipment

	Address
	Enter Full Physical Address of the Recipient

	Postal Code
	Enter the Postal Code 

	


Shipment Information Section of the AWB (Section number-3)

	Internal Reference
	Any Internal reference that relates to this shipment

	Weight (Kg)
	Enter the actual or volumetric weight of the consignment whichever is greater

	Number of Packages 
	Enter the total number of packages under this air waybill

	Currency 
	Enter this value as per the invoice sender provide and the currency sender has used in the invoice

	

Shipping Option Section of the AWB (Section number-4)

	Shipping Options International
	Choose the shipping options from the options provided
1- SMSA International Documents (SIDX) SMSA Envelope
2- SMSA International Non-Documents (SIND) 
3- SMSA International Documents (SIDX) SMSA Pak
4- SMSA International 10 Kg Box 
5- SMSA International 25 Kg Box 
6- SMSA Economy Express Services (SEES)

	Shipping Options Domestic
	Choose the shipping options from the options provided
1- SMSA Priority Documents (SPOD) 
2- SMSA Priority Parcels (SPOP) 
3- SMSA first priority Parcels (SFOP)
4- SMSA Freight Service Loose(SFS)
5- SMSA freight service Palletized (SFSP)
6- SMSA first priority document (SFOD)

	
Contents Section of the AWB (Section number-5)

	Content Description 
	Enter the accurate description of the contents in the packaging. 

	Declared Value
	Enter the declared value of the consignment as per the commercial invoice provided by  the Sender. 

	Unit
	Choose from KGS or LBS as the unit of weight 

	Quantity 
	Enter the number of pieces under this air waybill

	Weight 
	Enter the weight of the shipment (Actual and or volumetric weight whichever is greater)

	Country
	Enter the country of origin for the items in the package



Service Center Executive completes the following:

a. Service Center Executive get the Sender to verify the information and ask the Seder to signs the air waybill.
b. Out of the 3 copies printed 
· Copy 1 – Signed copy from the Sender (Retained with the ID Copy in the Service Center File)
· Copy 2 – Attach with the shipment in a clear pouch 
· Copy 3 – Give it to the Sender as a receipt of the shipment acceptance and reference 
c. Copy of ID proof is requested and is filed with the air waybill

Corporate Customer:

1. Customer is responsible to create waybill using his user’s name and password provided by SMSA.
2. Customer is responsible of the information provided on the waybill.
3. Customer should handover the shipment to service center agent with SMSA waybill.
4. Service center executive to verify the information on the waybill.
5. Service center executive to apply appropriate scan. 
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