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Venue: 
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	Nomination Deadline:
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	An email and/or SMS will be sent to all confirmed 
participants
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	Attachment:
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	Course Objectives: 
To have knowledge of:
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	Course Outcome:
By end of this training employee will be able to:
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	Employee has to:

	[image: Description: ISO 10015 Logo] 
	As per ISO 10015 requirements, trainees who do not have SMSA or personal vehicles would need their travel expenses to be reimbursed if the training is within the city. Please ensure proper reimbursement to be processed by your respective departments to your employee. Training conducted out of the city would follow normal BTA procedures.”
 
Supervisors/Subject Matter Experts and Managers are welcome and invited to attend this session, especially to observe its relevancy to your employees in addressing (Course Name) related training needs. 


Training Announcement Email Template (Sample):
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	SMSA Ground Operations & Services
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	The purpose of the training is to meet Organizational Training Needs and to close Competency Gaps whenever applicable.
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	Trainer:
Moayad Al Fatih 
+966-595676963
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	Language: 
Arabic
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	Target Participants:
Retail Executive, Retail Floater, Courier, Clerk, UTL - Agent, Contact Center Agent, Call Back Agent, Agent on Floor, Customer Care Agent, Clearance Coordinator, SFD Positions: Account Executive, Account Manager, Clearance Coordinator, Clearance Specialist, Driver, Export Coordinator, Heavy Duty Driver, Key Account Executive, National Administrator, Operations Agent, Operations Executive - Import, Project Coordinator, Regional Supervisor, Territory Manager, Regional Manager
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	City: RUH
Venue: Sulay

	[image: ] 
	Training Date:
11th-13th June, 2023
Three (3) days
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	Start: 11:00 am 
Finish: 15:00 PM
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Nomination Deadline:
10th June, 2023
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	An email and/or SMS will be sent to all confirmed 
participants
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	Attachment:
1.    Refer to the attached list of untrained participants
2.    Fill the attached training nomination form and send back to the trainer
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	Course Objectives: 
This course will help the participants -
• To make participants more familiar with the SMSA Packaging & specifications & SMSA Services, its details & pricing.
• To learn about the AWB (Automated & Manual) recognition of information & completion for the Manual version, Insurance & Indemnity Forms, Items of High Value/Extraordinary Items & High Value Shipment Handling.
• To be familiar with the use of the Service Reference Guide & its details.
• To know about the different Customs Paperwork information & requirements.
• To learn about Proper Packaging inspection & guidelines.
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	Course Outcome:
SMSA Services:
• To learn about the different SMSA Packaging (SMSA Envelope, SMSA Pak, SMSA Bag, SMSA 5, 10 & 25kg boxes, SMSA Unmarked 10 & 25kg Boxes, SMSA Honey & Olive Oil Boxes, SMSA Small, Medium & Large Boxes & Customer Packaging
• To understand the different SMSA Domestic Services, details & pricing (SMSA Priority Overnight Documents, SMSA Priority Overnight Parcels, SMSA First Overnight Documents, SMSA Same Day, SMSA Intra-City Domestic, SMSA 10 & 25kg boxes, SMSA Freight Service, SMSA Retail-to-Retail Cash on Delivery, SMSA Smartship)
• To gain more knowledge about the different SMSA International Services, details & pricing (SMSA International Documents, SMSA International Non-Documents,  SMSA International Inbound Service, SMSA International Promo boxes 5, 10 & 25 kg boxes, SMSA Less-than-Truck Load/Full-Truck Load, SMSA Freight Service, SMSA Store2Door)
• To know about Value Added Tax, Hold At Location information & checking the Status of a Package via Online & SMSA App.
SMSA Airway bill (AWB):
• To learn about the definition, and rules in completing a Manual AWB.
• To realize the importance of an AWB.
• To learn how to fill a SMSA AWB (Manual & Electronic version).
• To know completion responsibility of SMSA AWB (Manual & Electronic version).
• To understand SMSA AWB Copy Distribution (Manual & Electronic version).
• To learn about Customs Value, Carriage Value & Dimensional weight.
• To know about High Value/Items of Extraordinary Value & High Value Shipment Handling.
• To gain knowledge about Insurance & Indemnity Forms.
SMSA Service Reference Guide (SRG):
• To understand the SMSA SRG Policy & its use as a Quality Tool.
• To have an introduction to the SRG, Use of the Reference Guide & Table.
• To learn the 73 most commonly shipped commodities, Standard Restrictions & Prohibited Commodities.
• To know about SRG legends, logic of commodity information, Document/Non-Document Reference Guide.
• To understand about Value Notes, How to use country service notes, & Country information.
Customs Paperwork:
• To learn about Customs Authorities & Completion Responsibility.
• To know about Customs requirement for all destinations, the Commercial & Pro-forma Invoice.
• To be familiar with the Packing List, Certificate of Origin, Indemnity Letter, Shipper's Declaration for Blood Samples, Material Safety Data Sheet, & Harmonized Code.
• To understand requirements for the Kingdom of Saudi Arabia & its Customs Paperwork.
• To gain knowledge about United States of America Requirements & its Customs Paperwork, Personal Effects & Gift shipments.
Proper Packaging:
• To understand the general guidelines for proper packaging.
• To know how to pack Small Items in Large Quantities.
• To learn about packing Fragile Items & Diagnostic Specimens
• To be familiar with general guidelines in sealing, taping methods, tags & labels.
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	Employee has to:
1. Arrive the venue 15 minutes before the session starting time
2. Dress appropriately
3. Actively participate in the discussions
4. Inform his Manager/Supervisor of any absence
5. Obtain at least 80% score on the exam to pass the course

	[image: Description: Description: Description: Description: Description: Description: Description: Description: Description: ISO 10015 Logo] 
	As per ISO 10015 requirements, trainees who do not have SMSA or personal vehicles would need their travel expenses to be reimbursed if the training is within the city. Please ensure proper reimbursement to be processed by your respective departments to your employee. Training conducted out of the city would follow normal BTA procedures.”
 
Supervisors/Subject Matter Experts and Managers are welcome and invited to attend this session, especially to observe its relevancy to your employees in addressing SMSA Ground Operation & Services related training needs. 
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