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	Records Destruction Policy - Gateways
Owner/Department: Operations




	Brief
	This document contains instructions on how and when to destroy old or expired Gateway records, the responsibilities of each staff member involved, and how to maintain the destroyed records list.

	Purpose
	To provide guidelines and instructions on the proper criteria and the method of destruction of old or expired Gateway records

	Person Affected
	Gateway Clearance Manager
Gateway Operations Manager
Gateway Clearance Supervisor
Gateway Operations Supervisor

	Responsibilities

	· Gateway Clearance Supervisor:
· Ensure availability of all shipment related documents such as: Airway Bill, Invoices, Customs Duty Invoice, Commercial Registrations, Bayan (statement) documents, TGA/SFDA/SABER Certifications.
· Ensure the filing of above documents as per the policy in GUIDE.
· Ensure the removal of old/expired documents from the files.
· Ensure the abovementioned documents are all uploaded on the Fasah (Customs system) platform. 
· Gateway Clearance Manager:
· Communicate with the Customs authorities to inform them documents would not be available in a physical form after a 5 year duration.
· Gateway Operations Manager:
· Ensure a proper space is available to store the documents received from the Gateway Clearance staff.
· Gateway Operations Supervisor:
· Ensure the proper labeling of all archive boxes prior to forwarding them to storage.
· Ensure the filing of above documents as per the policy in GUIDE.
· Ensure the removal of old/expired documents from the files.

	
Scope

	This applies to all Gateway records.

	Guidelines
	· Gateway Clearance Supervisor:
1. Receive all the required documents to clear the shipment, coordinate with the customer as needed to acquire them. (Documents such as: Airway Bill, Invoices, Customs Duty Invoice, Commercial Registrations, Bayan (statement) documents, TGA/SFDA/SABER Certification).
2. Upload all the documents to the Fasah system for future retrieval.
3. After the shipments are cleared, file the abovementioned documents as per the policy in GUIDE, ensuring all documents are available and arranged chronologically.
4. Once the retention period mentioned in the File Registry is spent, the documents are to be removed from the files and stored in archive boxes.
5. Handover the boxes to the Operations team.
· Gateway Operations Supervisor:
1. Ensure the received boxes are properly labeled.
2. Handover the boxes to the Line-Haul team for storage.
· Gateway Operations Manager:
1. Ensure the documents are properly stored in a suitable area for a period of 5 years.
2. After the 5 year period is spent, the record destruction can begin.
3. Coordinate the document destruction via shredding.







Page 1 of 2 

image1.jpg
STINS &




