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SMSA Express Transportation Co., Ltd. 
P.O. Box 63259 Riyadh 11526, K.S.A. 
 
1.0 INTRODUCTION 
 

1.1 This document lays down the return procedures. This procedures covers all 
activates process of retune to Origin.  

 
 
 
 
 
 
2.0 ABBREVIATIONS/DEFINITION  
 
 

No. Term Description 
i)  RTS Retune To Shipper   

 
 
 
 
 
 
 
 
 
 
 
3.0 RESPONSIBILITY 
 

3.1  The Supervisor shall be responsible for receiving customer emails and ensure 
the return process is completed as per the customer’s requirement.  

 
3.2 The RTS Handlers should be responsible for sorting, palletizing/bagging all 

shipments as per customer requirements, handing over the shipments to the 
concerned departments, and applying the proper scans as per the operating 
procedure. 

 
3.3 The Operations Agent should be responsible for ensuring the Handlers are 

operating as per the standard procedure, and dispatching pre-alerts to 
concerned departments. 

 
3.4 The Data Encoder should be responsible for scanning the original AWBs, 

generating return AWBs and creating labels. 
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SMSA Express Transportation Co., Ltd. 
P.O. Box 63259 Riyadh 11526, K.S.A. 
 
4.0 PROCEDURE  

Returning Process

Customer sends 
an email to return 

the shipments  

Shipper send 
email to come and 

collect the 
shipments 

Customer sends 
request to 

redeliver the 
shipments

RTS team 
searches for the 

shipments 

Palletize/bag the 
shipments 

Handover the shipments 
to the Line Haul, and get 
signature from Line Haul 
Supervisor on the Hand 

Over Manifest

Is the Delivery 
location in Riyadh?

No

Handover the 
shipments ECOM/

SFS RUH

Yes

CONS Scan the 
packages of each 

individual customer, 
and palletize

Returned using the 
same AWB? Yes

Yes

Handed over to SFS 
for delivery to 

Shipper

The packages of 
each individual 

customer are taken 
to the work station 

No

The original AWBs 
are scanned using 
the gun scanner

The AWBs numbers 
are uploaded on 

SPANEL to generate 
return AWBs

The old AWBs are 
removed, and the new 

return AWBs are 
attached to its respective 

package

Is the shipper located in 
Riyadh? Yes

Are the packages 
returned small parcels?

The packages are 
segregated into SMSA 
bags, and then CONS 
Scan is applied on the 

packages

Yes

The packages are 
segregated into pallets, 
and then CONS Scan is 
applied on the packages

No

Apply comment scan 
“Hand over to SFS 

RUH”, and handover the 
shipments to SFS RUH

Apply COD RTS Scan 
on the original AWBs 
with comment “New 

AWB”

Print new AWB 
with the new 
destination 

detailed

No

CONS Scan is applied 
on all the packages

Do the customer require the 
packages to be returned on the 

same day?
No

Does the customer requires the 
packages to complete a certain number 

of days before being returned?
Yes

Packages 
completed the 

required number 
of days

No

No

No

A label is created 
detailing the new 
delivery location, 
and attached to 

the package

CONS Scan is applied 
on all the returned 

packages

Apply comment scan 
“Hand over to ECOM/

SFS RUH”

Send the Pre Alert 
to ECOM/SFS 

RUH

Apply comment scan 
“hand over to Line Haul”

Send the Pre Alert 
to Line Haul

Send the Pre Alert 
to SFS RUH

Send the Pre Alert 
to Line Haul

Handover the shipments 
to the Line Haul, and get 
signature from Line Haul 
Supervisor on the Hand 

Over Manifest

Apply comment scan 
“hand over to Line Haul”
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