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	       Bonded Sealed Inbound Vehicle Work Instruction
Owner/Department : BAH, Operations



	Brief
	It is the procedure of SMSA to ensure secure arrival of all inbound sealed vehicles, clearance in customs bonded area and transfer of the shipments from customs bonded area.

	Purpose
	To provide a clear procedure and guidelines to security team leader, security officer and all authorized employees in SMSA bonded area. 

	Scope
	This procedure applies to all inbound sealed vehicle to SMSA bonded area.

	Person Affected
	Security team leader, security officer, authorized employees in SMSA bonded area.

	Responsibilities
	Security officer: to ensure security of the place and shipments during offloading and transfer of the shipments.  
Security team leader: to ensure security of the place and the procedure is followed. 

	Procedure
	· Operation will stamp load arrival information form than submitted to security team leader with (SPANLE, Manifest, MAWB, AWB, pre-alert, etc.) to prepare OFOQ manifest.
· Security team leader will stamp load arrival information form that received from operation and verify, cross check all file documents and information.

· Security team leader identified missing documents or wrong information to return the file to operation.

· Security team leader receives the file with accurate documents and information proceeds with preparing OFOQ manifest and return the file to gateway to prepare OFOQ courier sheet.

· Gateway to return the file to security team leader after completing OFOQ courier sheet.

· Security team leader to send email to customs for transfer approval for all shipments from air cargo and attach (OFOQ manifest (MBL) (24), Airline Master Airwaybill).
· Security team leader will receive daily BAS recovery with all airline waybill details:

· MAWB

· Number of pieces

· Weight

· Security team leader to print customs transfer approval of the shipments from air cargo and file it with load arrival information.
· Security team leader to print customs transfer approval of the shipments from air cargo as per BAS recovery email from operation and handover the approval email to the concern agent or replay on BAS recovery email to proceed with transfer.
· Security team leader to send email to security officer number of sealed vehicles arriving with all airline waybill details. 

· MAWB

· Number of pieces

· Weight
· Security to ensure all sealed vehicles inspected and collected customs documents from driver (advice note and Bayan). 
· Security to verify seal number on the advice note matching with actual seal number on the vehicle. 
Seal Matching with Advice Note

Seal not Matching with Advice Note

· Open shutter for vehicle to entre Gateway/HUB.

· Prepare inbound vehicle open form.
· Handover (Advise note, Bayan) to security team leader.

· To hold the vehicle and report the incident to security team leader.
· Security team leader to verify seal number on the advice note matching with actual seal number on the vehicle.
· Security team leader to send email to customs notifying vehicle arrival and request for shipments inspection and attach all documents.
· Document required and sequence:
Arrival from Air Cargo Doc Low Value

Arrival from Air Cargo Doc High Value

Arrival from King Fahad Causeway Docs Low Value 

Arrival from King Fahad Causeway Docs High Value

Transit

1- OFOQ MBL manifest (24).
2- OFOQ BL manifest (LV) (23)
3- Pre-Alert Email
4- Airline master waybill (MAWB)
5- OFOQ courier sheet
6- Customs transfer approval email
7- Advice notes


1-SMSA Air waybill (SAWB) 
2-OFOQ BL manifest (23)
3-Commercial Invoice
4-Delivery notes and other Documents/ Certificates (If applicable)
5-Bayan.
6-Security stamped Exit Note


1-OFOQ MBL manifest (24).
2- OFOQ BL manifest (LV) (23)
3- Pre-Alert Email
4- OFOQ courier sheet
5- Saudi Bayan.
6- Advice Note.


1- SMSA Air waybill (SAWB) 
2- OFOQ BL manifest (23)
3- Commercial Invoice
4- Delivery notes and other Documents/ Certificates (If applicable)
5- Bayan.
6- Security stamped Exit Note


1-SMSA Export Air waybill (SAWB) 
2- OFOQ Courier manifest
3- OFOQ MBL manifest (24)
4- Pre-Alert Email
5- Airline master waybill (MAWB)
6- Transfer Approval email
7- Advice note

· Security team leader to handover the file to clearance when customs arrive for inspection. 
· Security team leader confirms opening the seal after customs approval in customs presence. 

· Security to verify the quantity offloaded from the vehicle with inbound vehicle open from. 
· Security to check the vehicle if all shipments are offloaded and to ensure vehicle leaves SMSA premises empty. 

· Security to ensure presence during X-Ray inspection.
· Security to ensure all shipments opened during X-Ray inspection are repacked in a proper packing.

· Security team leader to ensure all cleared shipment to be transferred from gateway to station after exist note received or customs stamped OFOQ courier sheet. 
· Security to ensure scan physically all cleared shipments transferred from gateway to station apply (Comment (COMM) scan / (GTW TO STN) scan comment) sign and file gateway to station manifest. 
· Security to file exit note. 
· Security team leader will receive final stamped file from operation.

· Security team leader to verify and cross check all file documents and information.

· Security team leader identified missing documents or wrong information to return the file to operation.

· Security team leader to updated (Daily Load Arrival Log).
· Security team leader to stamp load arrival information and file it.



	Related Guide Documents
	· BAH Inbound Vehicle Open Form 
· BAH Load Arrival Form
· BAH Gateway to Station Manifest 
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