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	Shipment Insurance Policy
Owner/Department: IBU- BAH, Service Centre



	Brief
	All staff receiving insurance charges for international & domestic shipments should handle it very carefully and remit the same timely to be reported and or to be billed.

	Purpose
	To protect SMSA & customer in case of loss & damage.

	Responsibilities
	All Service Centre center, courier or any other staff receiving insurance charges from customer.

	Guidelines/ Procedure

	Insurance Fees:

· SMSA will charge minimum of BHD 5.000/- or 2% of the shipment value if it is higher premium on the declared value of goods as Extended Insurance charges if the customer chooses to use this service. Terms and conditions to the extended liability can be reviewed on the Insurance Request Form
· Maximum declared value for carriage allowed for shipment as follow:

· Envelope – USD $100 or BHD 37.5

· PAK – USD $100 or BHD 37.5

· Box – USD $50,000 or BHD 18,750.00

· Shipments over BHD 500 (Five Hundred BHD), requested for insurance has to be referred to the Service Centre Supervisor or Finance manager before Insuring or accepting the consignment.

· Exception:  Items of Extraordinary Value described below are only allowed to be declared up to a maximum limit of BHD 375 (USD 1000) per shipment.

General: 

· All SMSA customer shipments are insured to a maximum value of USD $100 automatically even though customer has not chosen to insure the shipment with SMSA. If the shipment value exceeds USD $100 customer has a choice to insure the shipment for the actual value of the shipment at a premium that needs to be paid in addition to the shipping cost. 

· All SMSA account customers are indemnified by virtue of the contract they sign with SMSA. In case of any exception or ad hoc request from an account customer the same policy applies.
Items of Extraordinary Value:
Items of extra-ordinary value Include but not limited to: antiques (tableware, glassware, collector items, etc). Artwork (painting, drawings, vases, tapestries, limited edition prints, statuary, sculpture, collector items, etc.). Collectibles (coins, stamps, etc.). Glassware (singe mirror, ceramics, porcelain, china, crystal glass, framed glass, etc.). Jewelry (watches and their parts, precious and semi-precious gems and stones, costume jewelry, industrial diamonds, etc). And precious metals (silver bullion or dust, gold, platinum) etc.

Procedure:

· All cash shipments accepted with declared value more than USD$ 100 should be insured or indemnified. 
· If customer opted to insure the shipment, the insurance form should be filled up with all customer information, shipment information and signed by the customer and staff accepting the package. 

· SMSA staff ensures to file the original insurance form, give the customer pink copy, white copy to be attached with the receipt for Finance and yellow copy to attach with AWB and filed.

· If customer not opted to insure the shipment, the indemnity form should be filled and signed by customer and SMSA staff.

· If SMSA account customer request to insure an ad hoc shipment during pick up above same procedure applies. Copy of the air waybill and insurance copy to be forwarded to finance to complete the billing. 

Forms Used:

· BAH Indemnity Form 

· BAH Insurance Request Form 
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