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	Inbound and Outbound Shipment Pre-alert Procedure 
                                                 Owner/ Department: OPS



	Brief
	This procedure is intended to ensure buyer requirement for inbound and outbound shipment Pre-alert are implemented.

	Purpose
	1. To standardize the procedure in having the agreed required inbound and outbound shipment pre-alert from both party
2. To provide a guide on how should an agreed inbound and outbound shipments’ pre-alert be implemented.
3. To maintain integrity and quality of work

	Persons Affected
	All W/H employees 

	Responsibilities
	1. Buyer also known as Customer is responsible to provide the required pre-alert to Operations Manager and/or Logistics Manager handling the services. The Required Pre-alert should be agreed by both party, that is buyer (customer) and LSP (Service Provider) such as:
a. Details / content of pre-alert
b. Manner and Timing of sending
c. Intended recipient of the pre-alert
2. Operations Manager and/or Logistics Manager are responsible to ensure inbound and outbound pre alert required by Buyer are implemented, assigned to designated and trained staff.
3. Designated Staff is responsible to send the pre-alert as per requirements agreed.

	Guidelines
	Steps in implementing and having the agreed required inbound and outbound shipments pre-alert.
1. Operations Manager and or Logistics Manager to ask buyer / customer if inbound and outbound shipment pre-alert is required.
2. If no, there is no need to proceed. The process ends here, just make sure to keep a documented email from customer stating that they do not require pre-alert in case of future need.
3. If yes, ask all the needed information relevant to pre-alert implementation from the buyer / customer such as:
a. Details / content of pre-alert
b. Manner and Timing of sending
c. Intended recipient of the pre-alert
4. Upon receiving the response from the buyer/customer, make an assessment if doable or not and make loose ends meet and agreed. If meeting is needed, set a meeting.
5. Assess based on the extent of the requirements how long will the pre-alert be available for implementation and make temporary workaround to suffice the requirement.
6. Inform the buyer / customer regarding the complete details of the temporary workaround likewise the agreed pre-alert availability for implementation.
7. If Customer did not agree on the temporary pre-alert continue working on the agreed pre-alert until completed.
8. If Customer agree on the temporary workaround, start training the designated staff regarding the temporary workaround pre-alert such as:
a. What to do
b. Manner and Timing of sending
c. What to information to send
d. Intended recipient of the pre-alert
e. Importance and objective of pre-alert
9. If the agreed pre-alert is completed and ready for implementation, inform customer, train the designated staff, make a parallel run by sending the temporary and agreed final pre-alert and if everything is ok, implement and drop the temporary pre-alert.

	General
	Any Exception to this policy must be approved by the Managing Director

	Related Documents
	NA
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