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ABBREVIATIONS/ DEFINITION
No. Term Description
3.1 WMS Warehouse Management System
3.2 FVC First Video Communications
33 SOop Standard Operating Procedure
34 SKU Stock Keeping Unit
3.5 RC Receiving confirmation
3.6 ASN Advance Shipment Note/Notice
. 3.7 DN Delivery Note

| RESPONSIBILITY

4.1 Project Clerk shall be responsible for ensure the procedure implementation and
update for this procedure to fulfill operational and customer requirements. Any
special written notice / specific requirements from customer will overwrite the
procedure as stated below.

4.2 It is also the responsibility of SMSA Project Manager/Logistics Administrator to
Implement the SOP.
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PROCEDURE

5.1 Once the supplier arrives WH with shipment, Clerk - Project shall check the
availability of below document with supplier
5.1.1 POD (Proof of Delivery Document).

52 If the above supporting document is available, then Clerk - Project shall proceed to
offload the truck/vehicle.

33 After offloading, Clerk - Project will check the shipment details (AWB, Number of
pieces) are matching with POD.
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5.4 If the shipment details are matching with POD, then Clerk - Project will accept the

55

5.6

=

5.8

5.9

5.10

shipment and inform the customer through email and requesting DN for the physical
inspection of the shipment.

If the shipment details are not matching with POD, then the Clerk -Project will seek
the help of customer by sending email with notes of mismatching and do further
process as per the instruction of customer.

Once receiving the DN from the customer, Project Clerk will check the shipment
physically and if the DN match with the physical shipment, then the Project Clerk
will create ASN and confirm receipt in STAX. Project Clerk will generate the
Receiving Summary Ticket from STAX and share with customer as RC.

If the DN is not matching with physical shipment or find any discrepancies, the same
shall be informed to customer, follow further procedures based on their instruction.
Project Clerk then will update the Inbound Report based on the receipt that he
confirmed in STAX.

Project Clerk then takes all documents including Receiving Ticket summary, DN
copy, POD copy and file them for record purposes.

Environment, Health and Safety considerations.

5.10.1 Trucks for deliver the inbound shipment shall be turned off their engine
during unloading the trucks.

5.10.2 Safe manual lifting practices should be followed as per Method statements
for EHS.

5.10.3 Upon noticing any Damaged items, that need to dispose of such material
must be placed into the hazardous waste bags or identified it by wrapping and
labeling by hazardous waste or tape.

RECORD.

Title of Record Custodian Retention Period
DN Copy Project Clerk 01 Year
POD Copy Project Clerk 01 Year
Receiving Summary Ticket Project Clerk 01 Year
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OCUMENT CHANGE RECORD

Rev No. | Effective Date Nature of Change Document Change
Request No:
00 03-11-2019 New Document NA
01 e Periodic Review
* V-2
2.3\ | e Term 3PL changed to STAX
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Annexure-A

(TO BE USED IN CONJUNCTION WITH SOP No. SMSA-HC18)

Training Document

SOP No.: \.S'HSA LQS 03 Revision No. [a]]
SOP Title: __ [ A/BO UND ﬁ;ccnmdcv Process (£ \/(7

Trainer : AN{ESH SSBQEQH&EM’Emp No. MQ_ l‘!é& Date : 23 -1{-202)

Place: ' CT10 Duration (in hours) : ol 102 H 5

The above subject information was preserved to me as part of SMSA training program. I have read and / or
understand the material and have had the opportunity to discuss this material with trainer .
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Annexure-B
(To be used in conjunction with SOP No. SMSA-HC18)

“Read and Understood”

I have read and understood the following procedure:

SOP No. : SHMSA - L&s 02

Revision No.: 0 l

SOP Title :_[NBOoUND RECLIVING PROCESS (j.‘\/c)

Name : AUECS"! \S’RZEDHAKAK’ Emp. No.: 4‘0&0

Sign: XM})’/’ Date: -Z:f -1l '102‘




