
 
SMSA Express Transportation Co., Ltd. 
 

S.O.P. for Shipping U.S. Embassy Riyadh 
Diplomatic Pouches 

Owner: Director 
Department: Operations 

 
Purpose This document aims to provide the process in shipping the outbound U.S. Embassy Riyadh diplomatic 

shipments. 

 
Scope This SOP applies only to the diplomatic shipments shipped from the U.S. Embassy in Riyadh, Kingdom of 

Saudi Arabia, to the Department of State in Washington D.C., U.S.A.. 
 

Inputs 1. Consignment Security Declaration (CSD) - Attachment A 
2. Cargo Shipper Acceptance - Attachment B 
3. Shipper's letter of instructions for issuing Air Waybill (Air Consignment Note) - Attachment C 
4. Master Air Waybill (MAWB) - Attachment D 
5. Embassy Security Exemption Letter - Attachment E 

Responsibilities 1. SMSA Clearance Coordinator - Swaleh Said   
     Tel 011-220 1288;  
     Fax 011-220 1266;  
     Mobile 0555 221 273  
 
It shall be the responsibility of the Clearance Coordinator every wednesday of the week to ask the 
embassy contacts if there are outbound shipments for pick-up on the next day, thursday. 
 
If a pick-up must occur outside of the scheduled day (thursday), or if a pick-up needs to be re-scheduled 
or cancelled due to an emergency, both SMSA and the U.S. Embassy mailroom inform the other party at 
least 24 hours in advance to ensure that there is sufficient time to plan accordingly.  
 
2.  SMSA Gateway Courier 
 
It shall be the responsibility of the Gateway courier to do the pick-up of diplomatic shipments from the 
U.S. Embassy Riyadh every thursday at exactly 8:30 am. 
 
3. SMSA Gateway Clearance Agent  
 
     Abdullah Abdul Aziz Al-Kulaib 
 
It shall be the responsibility of the Gateway Clearance agent to prepare and process the outbound 
documents required to tender the U.S. diplomatic pouches to British Airways airline in Saudia Cargo 
(SV).  
 
4.  SMSA Hub & Line-haul Manager -  Mohammad Nistar 
     Mobile 0500 134 318 
     Email:  ruhintlib@smsaexpress.com 
 
It shall be the responsibility of the Hub & Line-haul manager to send an email to 
RiyadIRMMailandAPOservices@state.gov in advance with all SMSA driver and vehicle information so 
that U.S. Embassy mailroom officials can request employee/vehicle access for all pick-up staff for up to 2 
months at a time (bi-monthly basis or on the 1st Sunday of every other month).  Format of email as 
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follows: 
 
For each employee - SMSA Employee Full Name 
                                   - SMSA Employee Nationality 
                                   - Clear photocopy of Iqama 
 
For each vehicle - Vehicle License Plate Number 
                              - Vehicle Model 
 
Note:  Any additions to the given list shall be sent at least one week in advance before the intended 
delivery date.                           
 
4. U.S. Embassy Riyadh Senior Mail Clerk - Jamal Hammoudeh (Customer) 
     Embassy Switchboard +966 11-488 3800 Ext. 0 
     Mobile 0508 869 978 
     Email: HammoudehJ@state.gov 
 
It shall be the responsibility of the Senior Mail Clerk to send pre-alert every wednesday to SMSA (Email: 
dpa@smsaexpress.com) of pick-up details of the outgoing diplomatic bag  shipments intended for the 
Department of State in Washington D.C., U.S.A.. 
 
5. U.S. Embassy Riyadh Information Mngt. Specialist - Emanne Desjardins (Customer) 
     Mobile 0500 420 0738 
     Email: desjardinsef@state.gov 
 
It shall be the responsibility of the IM Specialist to coordinate with Embassy security and secure security 
access for SMSA drivers/vehicles assigned to do the pick-up. 
 

Detailed 
Procedure/Steps 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Every wednesday morning, the Clearance agent sends an email to customer 
(RiyadhIRMMailandAPOServices@state.gov) to inquire if there are outbound diplomatic bag shipments 
for pick-up the next day, thursday. 

2. Customer to reply to (dpa@smsaexpress.com) and send the following details: no. of pieces and 
approximate weight.  Customer further advises if a bigger vehicle is required for the pick-up; i.e., 4 
tonner-truck or 10-tonner truck. 

3. During actual pick-up on every thursday, SMSA courier should be at the embassy mailroom 
loading/unloading premises at 8:30 am; after going through the security procedure at the embassy 
gates.  He proceeds to load the diplomatic bags onto his SMSA vehicle. 

4. After the pick-up, the courier departs from the embassy and proceeds to Saudia Cargo, outbound 
receiving area.  In the event of a vehicle breakdown or any other cause of delay on vehicle arrival, the 
Clearance Coordinator informs the U.S. Embassy Riyadh contacts of the same.  
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5. Meanwhile, the SMSA Clearance Agent prepares and fills-up the following documents before the 
outbound diplomatic bag shipment arrives: 

• Cargo Shipper Acceptance form (Saudia Cargo) 

• Consignment Security Declaration (CSD) 

• Shipper's letter of instructions for issuing Air Waybill (Air Consignment Note) 

• Embassy letter for Security Exemption 

6. Upon arrival of the gateway vehicle, outbound shipments are taken inside the receiving area through 
Gate # 14  

7. Clearance agent proceeds on the acceptance process; asks the Customs Police to check on the cargo.  
Police checks the pouch numbers vs. the CSD information only.  After checking and if correct, police 
signs on the CSD form.  No x-ray or physical inspection on the items is done. 

8. Saudia agent proceeds to weigh the diplomatic bags to take the actual weight and also measure the 
bags to take the shipment dimensions and get the chargeable weight.  Saudia Agent writes these details 
onto the Cargo Shipper Acceptance form. 

8. Clearance agent proceeds to take the Cargo Shipper Acceptance form to the Saudia Sales office in 
order to print the MAWB. 

9. MAWB and the Airline cargo labels are printed.  The airline labels are then pasted/stuck/attached on 
the pouch tags (one label for each tag). 

10. Clearance agent takes the documents to the Head of Customs for International Export and have the 
Consignment Security Declaration (CSD) form stamped.  

11. Clearance agent detaches the Shipper's copy from MAWB; arranges the complete paper-works 
together and submit them to Saudia Cargo (SV) personnel. 

12. Clearance agent gives the MAWB Shipper copy to the Clearance coordinator. 

13. Clearance coordinator sends email pre-alert to U.S. Embassy Riyadh contacts (RiyadhIRMMail 
andAPOservices@state.gov) by giving the following information: 

     - MAWB copy; Flight Details; No. of pieces; Chargeable weight 
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