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	SOP - Freight Operations
Owner/ Department: IBU-EGY, Freight



	Brief
	A standard operating procedure defining the end-to-end Freight Operations lifecycle for SMSA Express Egypt (covering Air, Ocean, and Land transport) via the Logistas system and official Egyptian customs portals (NAFEZA & CargoX). 

	Purpose 
	To establish a clear, standardized, and compliant operational workflow governing freight management, quotation, shipment pre-registration, customs documentation, and inland delivery across SMSA Express Egypt. This SOP ensures operational efficiency, financial control, strict adherence to Egyptian Customs Authority regulations (ACID & NAFEZA), and compliance with ISO 9001:2015 Clause 8.5 (Service Provision). 

	Scope
	· Applicability: Applies to all freight modes (Air, Sea, and Land Freight) for both Import and Export operations across all Egyptian ports, airports, and inland facilities. 

· Exclusions: Group-level strategic freight contracts or global partner networks managed directly by SMSA KSA Head Office (unless authority is explicitly delegated to local Egypt operations).

	Definitions & Abbreviations
	· ACI / ACID: Advance Cargo Information Declaration (Mandatory pre-registration number for Egypt imports). 

· NAFEZA: The Egyptian National Single Window for Foreign Trade Facilitation. 

· CargoX: The authorized blockchain platform used by foreign exporters to upload shipment documents. 

· Logistas: Internal freight management system used for quotations, job creation, and billing. 

· SD / SI: Shipping Declaration / Shipping Instructions. 

· BL / AWB / SWB: Bill of Lading (Sea) / Air Waybill (Air) / Sea Waybill. 

· DO: Delivery Order issued by shipping lines/carriers upon cargo arrival. 

· POL / POD: Port/Airport of Loading / Port/Airport of Discharge. 

	 Roles & Responsibilities
	Primary Performers:

· Pricing Officer: Receives shipment requests, verifies cargo details (POL, POD, weight, volume, dimensions, cargo type), obtains competitive rates from carriers/vendors, and issues quotations in Logistas. 

· Freight Coordinator: Receives Shipping Declarations (SD), books space with carriers, arranges cargo collection, verifies shipping documents (Invoice, Packing List, COO), and submits Shipping Instructions (SI). 

· Licensed Customs Broker / Agent: Manages NAFEZA submissions, tracks ACID status, handles customs risk assessment channels (Green, Yellow, Red), and secures customs clearance. 

· Inland Logistics / Dispatcher: Coordinates truck pickup from ports/airports, manages warehouse delivery, obtains signed Proof of Delivery (POD), and monitors empty container returns. 

Approvers & Supervisors:

· Freight Operations Supervisor: Oversees daily inbound/outbound operations, ensures accuracy of shipping/customs files, guides compliance with changing Egyptian customs regulations, and approves operational job closures. 

· Finance / AP Clerk: Verifies duty/tax assessments, processes customs payments via NAFEZA, issues final customer invoices, and completes financial job closure.

	Safety, Health, & Environmental (EHS) Requirements
	· Hazard Identification: Assesses risks associated with heavy cargo handling, container loading, hazardous materials (DG), and port transport. 

· Operational PPE: Stationed field coordinators and transport drivers must adhere to basic port/warehouse safety rules (safety footwear, high-visibility vests). 

· Cargo Integrity: Damaged goods or broken security seals must be reported immediately prior to port dispatch or warehouse acceptance. 

	Materials & Equipment
	· Core Systems: Logistas (Freight ERP), NAFEZA Customs Portal, CargoX Platform, and Oracle Fusion Cloud (Financials). 

· Documentation Pack: Commercial Invoice, Packing List, Bill of Lading / AWB, Certificate of Origin (COO), Customs Declaration Form, Delivery Order (DO), and Proof of Delivery (POD).

	Detailed Procedure 

	Phase 1: Commercial Agreement & Pre-Registration (ACID System)

1. Quotation & Booking: Pricing Officer receives request, confirms cargo specifications, obtains carrier rates, and issues the quotation in Logistas. 

2. ACID Issuance (Mandatory for Imports): Egyptian Importer logs into NAFEZA and inputs foreign exporter details, HS codes, and invoice value to obtain the 19-digit ACID number. 

3. Document Upload (CargoX): Foreign exporter uploads stamped shipping documents (Invoice, Packing List, AWB/BL) containing the valid ACID number onto CargoX prior to shipment departure. 

Phase 2: Shipment Dispatch & Transit

1. Shipping Instructions: Freight Coordinator submits SI to carrier and shares draft BL/AWB with the customer for confirmation. 

2. Cargo Departure: Cargo is loaded at POL/AOL and transported to Egypt (Alexandria Port, Port Said, Cairo Airport, etc.). 

Phase 3: Arrival, Customs Clearance & Duty Payment

1. Declaration Submission: Licensed Broker submits the customs declaration on NAFEZA upon carrier manifest filing. 

2. Risk Channel Inspection: Cargo is processed through NAFEZA channels:

· Green: Direct release. 

· Yellow: Document review. 

· Red: Physical inspection, X-ray scanning, or joint inspection by regulatory authorities (Customs, GOEIC, Ministry of Health). 

3. Duties & Tax Settlement: Importer/Finance pays import duties, VAT (14%), and regulatory fees electronically via NAFEZA. 

Phase 4: Release, Inland Transport & Job Closure

1. Cargo Release: Freight Forwarder obtains Customs Release Order, shipping line Delivery Order (DO), and pays terminal storage/handling charges. 

2. Inland Delivery: Dispatcher arranges transport from port/airport to consignee warehouse and secures a signed Proof of Delivery (POD). Empty ocean containers are returned within free time limits. 

3. Job Closure & Billing: Finance generates the final customer invoice (Freight + Clearance + Handling), attaches complete documentation, and closes the job record in Logistas. 

	Records & Documentation
	· All operational freight transactions, shipping documents, and customs clearance files are logged and stored electronically in Logistas and the NAFEZA Customs Portal. Physical files maintained within the department serve as operational working copies only.

	Reference Documents
	· Egyptian Customs Authority Law & Regulations (NAFEZA / CargoX System Mandate)

·    Standard Operating Procedure – SOP Freight Egypt 
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