
 
 

                         High Value Shipment RSC Pickup 
Process Work Instructions 

                                           Owner: Director, Operations 
Department: Operations 

 
Overview All high value shipments picked by operations from retail centers should be handled in 

most appropriate manner in order to avoid any uncertain situations.  
Person Affected Operations & Retail 
Instruction Please refer below: 

The Line-Haul Courier must physically 
Reconcile the Shipments vs the 

Manifest vs the AWB’s and check
all bags/packages have not been 

tampered with

Retail Service Center executive
 hands over High Value Shipments

To the Line-Haul Courier

The Line-Haul Courier 
Collects the High-Value shipments

From the Retail Service Center (RSC)

Pay 
to $

If the Above procedures are correct
The Line-Haul Courier must 

Sign the 2nd copy of the High Value
Shipment Manifest and it must 

Accompany the shipments to the Hub

If the above procedures have 
not been complied with or there 

is a problem the Line- Haul Courier
must contact his Line manager

And Loss Prevention for a 
decision 

PRE-PUNCHED BLACK-BANDING BAG 
1) For Larger shipments
2) Checks the seal No. matches the AWB & 
Manifest 
3) Checks that the SMSA Red seals are 
weaved correctly through the bags and the 
seals are tight.
3) Checks that the AWB’s  are  fully 
completed – (weight, No. of packages, 
declared value, seal No., customer 
signature, RSC Exec details & time of 
receipt are recorded and Customer has 
recorded Seal No on the AWB & initialled). 

PRE-PRINTED SEALED BAG
1) For Smaller shipments
2) Checks the seal No. matches the AWB & 
Manifest 
3) Checks that the AWB’s  are fully 
completed – (weight, No. of packages, 
declared value, seal No., customer 
signature, RSC Exec details & time of 
receipt are recorded).  

Copy 2 to 
accompany 
shipment

YES

ALL CORRECT?YES NO

Decision Made – to 
HUB

Amend Manifest &
Retain problem shipment

In RSC -  inform Customer 
Services ASAP & resolve 

the problem

NO

The Line-Haul Courier 
delivers the High-Value 
Shipments to the Hub

 


