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Owner/Department: IBU - BAH, Service Center



	Brief
	SMSA computes and apply rates to shipments at the time of acceptance in any Service Center and before inducing it into the SMSA network

	Purpose
	Customers should know the shipping rates before signing the air waybill, which is a legal contract.

	Responsibility
	Service Center Executive should rate the shipments correctly.
Service Center Supervisor should make a random rating check and ensure Discount policy is not misused

	Guidelines
	SMSA has a tariff card for its walk-in customers (fixed rate)

Procedure

1. Determine the total weight of the shipment and type of service:
a. Total the weight of all packages in the shipment.
b. Check the type of the service requested on the shipping document.

2. Determine the rate and record the amount on the AWB:
a. Use the Tariff Card and determine the rate based on the SMSA Tariff
b. Calculate FSI, Other Levy and Insurance premium (if applicable)

3. Total all the charges 
a. Add all additional charges to the Tariff rate and inform the customer.

4. Preparation of Air Waybill
a. Charges accepted by the customer need to be recorded in the appropriate section on the Air waybill (In case of Manual air waybill). 
b. In case of SMSA Automation airway bill a SMSA receipt is generated and given to the customer as a receipt to the cash received. 

SMSA authorized some of its employees and managers to give discounts. 

Discount Matrix 

	Product
	Service Center Executive
	Service Center Supervisor

	SMSA Outbound 
(Documents & Non-Documents
	10%
	30%

	SMSA Domestic 
(Documents & Non-Documents)
	10%
	30%

	SMSA Promo Boxes (05,10,25 Kgs)
	N/A
	N/A





Important Note : 

a. Discounts should only be offered if the customer who refuse to accept the listed tariff price provided by the Service Center executive.
b. The Service Center Supervisor discount cannot be used without a written permission and or the supervisor counter signs the air waybill for the discount % to be applied
c. For special heavy weight shipments that the customer may ask for additional discount the Service Center supervisor can approach the Sales Manager and or CGM. Any discounts provided by the SM or CGM has to be counter signed by them on the air waybill or there has to be a written approval to apply the discount. 
d. Any misuse of the discount policy will be considered as fraud and disciplinary actions as per the DVD may be applicable against the employee. 
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