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	Box & Pallet Integrity Verification Guidelines
Owner/ Department: Operations



	 Brief
	This contains box and pallet integrity verification during delivery and receipt.  


	Purpose
	
1. To standardize the verification process during delivery and receipt. 
2. To provide a guide for box and pallet integrity verification during delivery and receipt.
3. To maintain integrity and quality of work.


	Responsibilities
	
1. Courier – Responsible to ensure Manifest during pickup and delivery are filled up correctly and completely, it should tally with the actual shipments. 

2. Supervisor – Responsible to check if all shipments received and delivered are correct and completely documented and scanned.


	Guidelines

	A. Box and Pallet integrity verification during delivery and receipt: 

1. Receipt:

1.1 From Linehaul Trucks:

1.1.1 Supervisor checks if vehicle seal is intact, if seal is ok proceed to check origin vehicle manifest, if not inform line manager and create incident report. (Refer to incident report policy)

1.1.2 Supervisor checks vehicle manifest versus actual shipments unloaded such as: (Refer to linehaul vehicle manifest)
1.1.2.1 Tag Number of the bags
1.1.2.2 Number of bags
1.1.2.3 Number of Loose pieces
1.1.3 Supervisor performs necessary scans on the shipments received.
 
1.1.4 If discrepancies are found, send email to origin for the discrepancies checking, and resolution. If not resolved, inform Line Manager for proper disposition of the incident.

1.2 From Couriers Pick up:

1.2.1 Supervisor checks if Courier Pickup manifest tally with the number of AWB and pieces the courier handover (Refer to Guide - courier pick up manifest work instruction and form).
1.2.2 Supervisor performs necessary scans on the shipments received.
1.2.3 Any Discrepancies found should be validated and resolved with the courier, if not resolved, inform Line Manager for proper disposition of the incident. 

1.3 From Logistics:

1.3.1 Supervisor checks if CONS email pre-alert tallies with the handover manifest and actual shipments handed over, the same should tally in terms of AWB, tag number and number of pieces.
1.3.2 Reconcile, sign and get a copy of the manifest. 
1.3.3 Supervisor performs necessary scans on the shipments received.
1.3.4 Any Discrepancies found should be validated and resolved with Logistics, if not resolved, inform Line Manager for proper disposition of the incident. 

1.4 From SMSA Service Center (SSC):

1.4.1 Supervisor checks if High value manifest and regular manifest tally with the actual shipments handed over. The same should tally in terms of AWB, Tag number, and number of pieces.
1.4.2 Reconcile, sign and get a copy of the manifest 
1.4.3 Supervisor performs necessary scans on the shipments received.
1.4.4 Any Discrepancies found should be validated and resolved with SMSA Service Center (SSC), if not resolved, inform Line Manager for proper disposition of the incident.  

1.5 From Inventory:

1.5.1 Supervisor checks if Manifest tally with the actual shipments handed over. The same should tally in terms of AWB, Tag and number of pieces.
1.5.2 Reconcile, sign and get a copy of the manifest 
1.5.3 Supervisor performs necessary scans on the shipments received.
1.5.4 Any Discrepancies found should be validated and resolved with Inventory, if not resolved, inform Line Manager for proper disposition of the incident. 



2. Delivery:

2.1.1 In LSP facility, 
2.1.1.1 Courier prepares and scans all shipments prior to loading in the van and another scan will be done by security executive to ensure all shipments such as boxes, documents and pallets are assigned to the courier carrying them. A versus scan will be done afterwards to reconcile all shipments. 
2.1.1.2 Any discrepancy will be reconciled and resolved.

2.1.2 Outside  the LSP Facility,

2.1.2.1 Courier prepares delivery sheet and records AWB number and HV tag / seal number per shipment.
2.1.2.2 Customer receives and checks, if all are ok, Sign on the delivery    sheet this will indicate/confirm the shipments are received without objection.
2.1.2.3 Courier performs necessary scans on the shipments delivered and returned.
2.1.2.4 Courier after a day work, returns to station to submit POD and shipments undelivered, Agents and coordinators to check returned shipments and POD versus shipments assigned via VAN scan. (Refer to Guide - HV  shipment delivery Station Courier and Package delivery policy)
B. Pre-alert

1. If Buyer requires for pre alert, supervisor must send a pre alert to the receiving end of the shipment upon loading completion, (this is for outbound shipments). For inbound shipments, supervisor should receive a pre alert from origin regarding the shipments that will be received.

2. Pre alert must contain at least the following:
2.1 Date & Time - ETD /ETA (if applicable)
2.2 Truck seal (if applicable)
2.3 AWB number
2.4 Number of pieces
2.5 Shipment Seal numbers (if applicable) 
2.6 Origin
2.7 Destination
2.8 Contents (if applicable)

3. Receiving end of the shipment should send a received confirmation on the pre alert email.


	
Related Documents
	
1. Incident Reporting Policy
2. Incident Reporting Policy – addendum
3. Linehaul Vehicle Manifest
4. Courier Pick up Manifest Work Instruction 
5. Courier Pick up Manifest Form
6. HV  Shipment Delivery Station Courier 
7. Package Delivery Policy 
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