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	Processing Incomplete Shipments
Owner /Department : Operations



	Brief
	To ensure there is a documented procedure in handling incomplete shipments at destination locations

	Purpose 
	To standardize actions to be done, when receiving incomplete shipments at destination locations.

	Responsibilities

	Hub Handlers – personnel who are actual receivers and scanners of shipments at the Hub
Ops Agent / Hub Supervisor – responsible for informing appropriate sections at Hub point
Station Sorters – responsible for receiving and scanning of shipments from Hub
Station Agent / Supervisor – responsible for confirmation of consignees for disposition 

	Detailed Procedure/Steps



























	Where are Incomplete Shipments detected :
1. Actual unloading of shipments from the vehicle, coming from origin locations
2. Exceptions noted on the versus reports
a. HOP of Origin Hub versus HIP of Destination Hub 
b. HOP of Destination Hub versus SIP of Destination Station 

  What actions will be done upon receipt of Incomplete Shipments :
1. Hub Location
a. Hub Handlers to do an appropriate scan for the received shipment (Stat 53 – received Incomplete Shipment from Origin) and inform the Operations Agent/Hub Supervisor of this incident.
b. Operations Agent / Hub Supervisor 
b.1  To forward an alert  to origin or connection hub, thru an email, to check and confirm possible overlooked packages on their locations.
b.2  To record this exception the Hub Scans Compliance Dashboard, for formal documentation of the incident
b.3 To notify the Station, thru an email, for possible delivery in case the consignee agrees of partial acceptance.
2. Station Location
a. Sorter to confirm with Hub Handlers/Operations Agent on the received incomplete shipments. Does an appropriate Scan for documentation (Stat 53)
b. Station Agent / Supervisor
b.1 to get in touch with the Operations Agent / Hub Supervisor, to check and give status on the incomplete shipments thru a formal email
b.2 to get in touch with the consignee, to confirm if they are willing to accept partial shipments. MSNR to be done for missing pieces in case of deliveries.

  What actions will be done on aged  Incomplete Shipments :

1. Hub Location
a. Operations Agent / Hub Supervisor 
a.1  To forward a follow up email alert  to origin or connection hub, within the next five (5) business days, upon actual receipt, for their search results and ultimate disposition.
a.2   In case of non feedback from origin or connecting hub, after five (5) business days of constant follow ups, the incomplete shipments will be returned to their locations.
a.3  Origin/connecting hub locations to ensure replying back to destination location for the status of the search. In case of negative results, need to confirm with the shipper of their disposition on the shipment.

2. Station Location
a. Station Agent  / Supervisor 
b.1  to forward a follow up email alert  to destination hub, within the next five (5) business days, upon actual receipt, for their search results and ultimate disposition.
b.2   in case of non feedback from destination hub, after  five (5) business days of constant follow ups, the incomplete shipments will be returned to their locations.
b.3  Destination hub locations to ensure replying back to destination station for the status of the search. In case of negative results, procedures set forth in the Hub location will be done.


	 Related Documents
	Hub Inbound Operations Flowchart
Station Inbound Operations Flowchart
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