
	1.0 Brief
	
1.1  The Guidelines and Procedures are intended for Cargo Screening Project

	2.0 Purpose
	
2.1 To standardize the process of Cargo Screening.
2.2 To serve as a guide / reference for Cargo Screening Project.
2.3 To determine the responsibilities of each stakeholders in the process.
2.4 To ensure that we adhere to the requirements set in the contract.

	3.0 Scope
	
3.1 Work Instruction includes:
3.1.1 Receiving of Packages
3.1.2 Screening of Packages
3.1.3 Returning restricted items
3.1.4 Required Documents for processing
3.1.5 Dispatching of screened package for Airport

	4.0 Responsibilities
	
4.1 Handler:
Responsible for unloading packages from customer trucks to pallets, sorts, transfers, and load to x-ray machine, removes prohibited items, seal  with SMSA tape, strapped the packages in one pallet.

4.2 Forklift operator:
Responsible in ensuring packages are sorted per Air waybill in a pallet, unloads
pallets from customer trucks to SMSA facility, loads sorted packages in pallets into SMSA truck for dispatch.

4.3 Project Coordinator:
Responsible in coordinating the packages from Customer up to handover to airport security. Responsible for ensuring that all needed paper works/documents are available and provided as required.

4.4 Security Officer:
Responsible  in  conducting  X-Ray  for  the  packages  and  notifying  Safety  &
Security Executive for prohibited packages found.

4.5 Heavy Duty Driver:
Responsible for transferring and handover the packages from Hub to Airport.

	5.0 Definition of
Terms
	

5.1 AWB – Air waybill


[image: ]Cargo Screening Project
Work Instruction
Owner/Department: OPS





6.0 Detailed
Procedure
/Steps	6.1 Receiving Cargo from Customers for Screening:

6.1.1 Cargo Company delivers packages for screening to SMSA designated facility.

6.1.2 Cargo Company Driver arrives with packages for screening in SMSA designated facility.

6.1.3 Cargo Company Driver should bring the packages together with the necessary documents. Documents are as follows:

6.1.3.1 Customer Cargo Transfer Manifest (2 copies)

6.1.3.1.1 Master copy for SMSA

6.1.3.1.2 Yellow copy for Customer

6.1.3.2 Master air waybill

6.1.3.3 Export Declaration

6.1.3.4 Customer Driver’s IQAMA Copy

6.1.4 Forklift   Operator   /   Senior   Handler   check   documents received from cargo companies if complete.

6.1.4.1 If incomplete reject the packages.

6.1.4.2 If complete proceed to 6.1.5

6.1.5 Forklift  Operator  /  Senior  Handler  advise  handlers  to unload and place packages from trucks into pallets.

6.1.6 Forklift Operator / Senior Handler sort packages per AWB and weigh the packages.

6.1.7 Forklift Operator / Senior Handler Compare actual weight of packages versus declared weight in AWB.

6.1.7.1 If   weight   is  within   (positive  or  negative)  3% tolerance set by airport proceed to 6.1.8

6.1.7.2 If weight is beyond (positive or negative) 3% tolerance weight, weight of packages under that AWB   should   be   revised.   Packages   should   be


rejected until weight is revised and new AWB is printout is provided.

6.1.8 Forklift Operator / Senior Handler once packages are on the pallet, he will then transfer it to staging area for checking.

6.1.9 Forklift Operator / Senior Handler validate  packages versus Customer Cargo transfer Manifest if it tallies.

6.1.9.1 If physical quantity does not tally in the declared customer cargo manifest, ask the driver for resolution,

6.1.9.2 If he cannot resolve call the customer and ask for resolution regarding the discrepancy.

6.1.9.3 If resolved proceed with 6.2

6.1.9.4 If not resolved, either hold the packages under the given air waybill per advise by customer until resolved or else reject the packages beforehand.

6.2 Screening Packages in the X-Ray Machine.

6.2.1 Security Officer upon loading the packages onto the conveyor will examine the X-ray screen for possible restricted items for export.

6.2.2 Security Officer will advise to the handler if ever there are restricted items for export.

6.2.3 Security Officer must follow guidelines in the SMSA guide for restricted and prohibited items for export (refer to related documents under section 7.0 for details).

6.3 Preparing packages for Dispatch

6.3.1 Handler unloads shipments from X-ray conveyor.

6.3.1.1 If no restricted items are found in  the package SMSA tape will be attached to the package, and this will mark the package as screened, and then proceed to 6.3.2.

6.3.1.2 If restricted items are found inside the packages,


the prohibited items should be held.

6.3.1.2.1 Items removed from the shipments needs to be returned to the customer with	proper packaging and documentation.

6.3.1.2.2 This would include acknowledgment receipt of the item by the cargo company with corresponding internal and MAWB numbers in the returned form.

6.3.2 Handler ensures to take note of the weight, and quantity of the shipment per master AWB, during the next processes using the cargo manifest as a tracking sheet.

6.3.3 Handler then sorts the packages per master AWB number on a pallet.

6.3.4 Handler then wrapped the packages using the stretch wrapping machine.

6.3.5 Handler / Forklift operator loads the packages in pallet into the truck for dispatch and bound to airport.

6.3.6 Project coordinator then prepares needed documents for the said dispatch. Cargo manifest should reflect all the info taken during the preparation of the packages for dispatch such as weight, destination, air waybill, and quantity. Needed documents are as follows (in 3 copies):

6.3.6.1 SMSA Cargo Transfer Manifest

6.3.6.2 SMSA Undertaking

6.3.6.3 SMSA Security Declaration

6.3.6.4 SMSA Certificate of Shipping License

6.3.6.5 Master Air Waybill

6.3.6.6 Customer Export Declaration

6.3.6.7 SMSA Shipper’s Letter of Instruction for Issuing


	
	6.3.7 Project  coordinator  gives  the  documents  to  the  driver
together with the packages.

6.3.8 Security Officer seals the truck together with the Heavy duty driver and Project coordinator writes the  seal number on the manifest and signs.

6.4 Dispatch and Handover Packages

6.4.1 Heavy Duty Driver moves and drives from Hub to airport to handover the packages to airport security export section.

6.4.2 Heavy Duty Driver upon arrival in the airport handover the documents to the security for the handover.

6.4.3 Airport Security handlers unload the packages from the truck and transfer it inside the facility for airport processing.

6.4.4 Airport Security then check the cargo transfer manifest versus the seal, weight and count of the packages per Air waybill numbers. Then signs and stamps upon completion, any discrepancy will be reflected in the manifest itself.

6.4.5 Heavy Duty Driver returns the pallet used in the handover the next day.

6.4.6 Heavy Duty Driver to return the stamp copy of the cargo manifest to SMSA facility for filing and billing.

6.4.7 Heavy Duty Driver handover the documents to Project Coordinator for filing and submission to SMSA Freight for billing.

6.4.8 Project Coordinator files documents for department and send to SMSA Freight for billing.

	
7.0 Related Documents
	

7.1 Restricted & Prohibited Items for Export (from SMSA Guide)
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