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	   Local & Bonded Sealed Outbound Vehicle Work Instruction
                                      Owner/Department : IBU- BAH, Operations



	Brief
	It is the procedure of SMSA to ensure secure departure of all outbound local and transit shipments.

	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 local and transit shipments.

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

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

	Procedure
	· Operation/Gateway will send pre-alert email for local and transit shipment attached with SMSA waybill, Airline Master Airwaybill.

· Security team leader will verify, cross check all details and information.

· Security team leader identified missing details or wrong information to send email to operation/Gateway.
· Security team leader receives accurate details and information proceeds with preparing OFOQ manifest and Bill of Lading.
· Security team leader will share the bill of lading via email to operation/Gateway.

· Security team leader to send email to security with number of bags and pieces for each load departing SMSA facility.
Local Export:
· Operation/Gateway will send email to customs for inspection.

· Customs will visit SMSA WH for inspection.

· Security team leader to be presence during loading in customs presence.
· Security to ensure bags/shipments loaded matches with bill of landing.
· Security team leader to seal the truck with SMSA seal after exit note received.
· Security to file customs exit note.

Transit Export:

· Operation/Gateway will send email to customs for inspection.

· Security team leader to be presence during loading in customs presence.
· Customs will visit SMSA WH for inspection and seal the trucks.

· Security team leader to be presence during loading in customs presence.
· Security team leader to ensure vehicle are sealed before leaving SMSA facility

· Security to file customs exit note.
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