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	Labeling Policy
Owner/ Department: IBU – BAH, Service Center



	Brief
	SMSA requires every package shipped to be properly identified, marked, and labeled. 

	Purpose
	Proper labeling helps SMSA to deliver shipments on time to correct destination.

	Responsibilities
	The Service Center Executive is responsible to stick the correct required label at the time of shipment’s acceptance.

	Guidelines


	 Each shipment must contain the following:
1. Complete AWB or IMPS label
2. Signed commercial invoice (original and two copies) attached in separate pouch, when required.
3. Destination routing code
4. Service label
5. Other appropriate labels, such as, Fragile, Perishable, Actual & DIM, Heavy, and Dangerous Goods

Service Center Executive is responsible to place the additional required label on the package

1. Labels should be placed on the same side of the package.
2. Labels should be placed on the shipment documents if the package is too small for all labels and marking to fit the same side of the package.

DOs
DON’Ts
Place package label and marking on the same side of the package (Top, if possible)

Place package labels and marking on the pouch

place package labels facing in the same direction

Cover the AWB or other labels

Place labels on an even surface

Wrinkle labels

Remove or cross out old or incorrect labels

Wrap labels or other bar-coded label or sticker around a corner or cover a package seam

List of Labels:

1. ASTRA
2. MPS – Multi-piece Shipment
3. Special handling
4. Customer supply
5. Dangerous goods (Flammable, radioactive, corrosive, gas, etc)
6. DIM
7. Diplomatic bag
8. Dry Ice
9. Non-revenue shipment
10. Heavy Shipment
11. HAL – Hold at Location
12. IP
13. Perishable
14. Friday Delivery
15. Urgent
16. High Value Shipment
17. Service Types (SPO, …)
18. COMAT – Company Material
19. Damage Shipment
20. Breakable Contents
21. COD – Cash on Delivery
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