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	Vehicle Manifest Policy
Owner/ Department: Operations



	Brief
	This document contains instructions on how to prepare the vehicle manifest for linehaul connections between Hubs and Stations kingdom wide, the responsibilities of each staff member involved, and how to maintain the records of these manifests.

	Purpose
	To provide guidelines and instructions on the proper usage of the Vehicle Manifest.

	Person Affected
	Hub & Linehaul 
Station
SMSA Security Personnel

	Responsibilities

	· Hub & Linehaul/Station Team:
· Filling the Vehicle Manifest properly and according the procedures mentioned in this document. 
· Ensuring the accuracy of all the information mentioned in the Vehicle Manifest (including the CONS Number and the Total No. of Pieces) with the exception of the Vehicle Tag #. 
· Maintaining the records as per the retention policy detailed in this File Register.
· LH Drivers/Couriers: Signing the manifest, handing over the copy to destination, ensuring accuracy of Vehicle Tag numbers mentioned in the Vehicle Manifest.
· SMSA Security Personnel: Checking the information on the Manifest, and the Vehicle Tag number, and signing the Manifest.

	Scope
	This applies to all linehaul connections between Hubs and Stations.

	Guidelines
	· Origin Ops Team:
1. Enter the Date into the manifest, the respective Day will reflect automatically.

2. Select Origin and Destination from drop down list.

3. Select the mode from the drop down list:
· Priority
· Deferred
· Both (Priority + Deferred Mix)
· Adhoc



4. Select Run from drop down list. 
· Example:  
· For First Priority Vehicle from Riyadh Hub to Jeddah Hub - select Run as 1.
· For Second Priority Vehicle from Riyadh Hub to Jeddah Hub - select Run as 2.
· For First Deferred Vehicle from Riyadh Hub to Jeddah Hub - select Run as 1.
· For Second Deferred Vehicle from Riyadh Hub to Jeddah Hub - select Run as 2.
Note: Run should be based on Mode and Number of Vehicles dispatched to particular destination.

5. Enter master CON number of the Vehicle i.e. Vehicle CON Number. 
Note: Each vehicle should have only one Vehicle CON Number. Only those shipments which are going in the vehicle should be added in the vehicle CON and No other shipments should be included.

6. Enter Total Number of Pieces (Total Docs + Total Non docs including MPS)
Note: Do not Count Bags as Pieces.

7. Select Vehicle Type from Drop down list.

8. Enter Vehicle Plate # and Tag #.

9. Under Header Origin Ops Staff Only, enter the following:
· The name of the employee who is responsible for preparing the manifest
· Employee Number
· ETD and Driver Details

10. Print out the manifest and enter the following details manually:
· Driver’s Signature
· Details and Signature of the Origin security staff
11.  Need to prepare Bayan through TGA portal by Hub staff and should be attached along with vehicle manifest (SMSA vehicle).
12. After the Security signature is obtained, send a hard copy of the Manifest along with the driver to the destination.

· Destination Ops Team:
1. Destination Ops has to retrieve a hard copy of the manifest from the Driver.
2. Destination Ops has to update his details, write remarks if any and sign the manifest.
3. Similarly Destination Security Staff has to check, update his details and sign the manifest.
4. At the end Destination Ops team has to file the hard copy of the manifest for future reference.
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