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	SOP – Gateway Operations
Owner/ Department: IBU-EGY, Operations



	Brief 
	A standard operating procedure defining the operational workflow for Gateway (GW) import operations, linehaul processing, pre-alerts, express customs clearance, and regulatory authority inspections at Cairo International Airport Cargo Village. 

	Purpose 
	To establish a unified and strictly controlled operational process for receiving, sorting, declaring, and clearing personal and commercial express shipments arriving via linehaul (DXB/Group flights) into Egypt. This procedure ensures fast transit times, strict compliance with Egyptian Customs Authority regulations (NAFEZA/ACID mandates), accurate fee structures, and alignment with ISO 9001:2015 Clause 8.5 (Service Provision). 

	Scope
	· Applicability: Applies to all inbound express linehaul shipments, low-value (LV) and high-value (HV) personal packages, commercial shipments, and airport clearance activities executed by SMSA Express Egypt at Cairo International Airport Cargo Village. 

· Exclusions: Heavy ocean freight or non-courier general cargo handled strictly by the Freight Department (unless exceeding 49 kg and routed to Freight for support).

	Definitions & Abbreviations
	· GW / Gateway: Airport entry hub responsible for receiving, processing, and clearing courier cargo. 

· MAWB / HAWB: Master Air Waybill (Airline level) / House Air Waybill (Consignment level). 

· Pre-Alert: Prior notification sent electronically with shipping manifests before flight arrival. 

· LV / HV: Low Value (Personal: <$1000; Commercial: <$2000) / High Value (Personal: $1000–$2000; Commercial: >$2000). 

· NTRA: National Telecom Regulatory Authority. 

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

· ACID: Advance Cargo Information Declaration number required on commercial shipping documents. 

	 Roles & Responsibilities
	Primary Performers:

· Gateway Clearance Agent / Airport Team: Monitors incoming linehaul pre-alerts, processes MAWB documentation at Cairo Airport Courier Facility, manages NAFEZA submissions, and coordinates physical customs inspections. 

· Gateway Operations / Sorting Team: Receives linehaul bags from airport ramp/courier facility, segregates shipments into Low Value (LV) and High Value (HV) categories, verifies manifest details, and transfers cleared bags to Cairo Hub. 

· Customs Broker / Regulatory Specialist: Handles specialized approvals from government authorities (NTRA, Ministry of Health, Ministry of Interior, Environmental Protection Council). 

Approvers & Supervisors:

· Gateway Operations Supervisor: Overlooks daily airport clearance workflows, monitors regulatory compliance, updates prohibited items protocols, and approves airport operational logs. 

· Finance Team (Gateway AP/AR): Manages customs duty calculations, VAT payments, NAFEZA fees, postal agency charges, and verifies clearance fee invoicing. 

Supporting Roles:

· Freight Team: Takes over commercial shipments exceeding 49 kg or requiring complex freight customs handling. 

	Safety, Health, & Environmental (EHS) Requirements
	· General Alignment: Gateway operations adhere to SMSA Express general safety and environmental standards in alignment with Group policy. 

· Operational Safety Compliance: Gateway staff, handling agents, and delivery contractors are expected to observe basic airport/facility safety and operational guidelines during cargo handling and transit. 

· Safe Handling & Screening: Gateway operations and receiving sorting units ensure that inbound express shipments comply with standard handling precautions and dangerous goods (DG) screening requirements



	Materials & Equipment
	Linehaul & MAWB Standard Information:
· Consignee / Tax ID: SMSA Express LLC Egypt – Tax ID: 543062066. 

· Delivery Location: Cargo Village – Courier Facility – Cairo Airport, Egypt. 

· MAWB Cargo Description: "Courier Material". 

·  Pre-Alert Distribution List: Must be emailed prior to flight arrival to:

· Airport Team (egypt.prealert@smsaexpress.com), Finance (egfin@smsaexpress.com), Operations (cairo.hub@smsaexpress.com), and Freight Team (freight.egypt@smsaexpress.com for cargo >49 kg). 

Required Documentation:
· Personal: AWB, Commercial Invoice (with Country of Manufacture & HS Code), Consignee National ID. 

· Commercial: AWB, Commercial Invoice, Attested Certificate of Origin (for >49 kg or >$2000), Import License, Company Tax Card, Commercial Register, VAT Certificate, Power of Attorney, and ACID Number printed on the invoice. 

	Detailed Procedure 

	Phase 1: Linehaul Dispatch & Pre-Alert Notification

1. Origin gateway dispatches shipment manifest along with the regular DXB linehaul load. 

2. Pre-alert email containing the standardized manifest format (AWB, PCS, Weight, Value, Shipper/Consignee details, ACID) is sent to the designated Egypt email distribution list. 

Phase 2: Arrival & Import Segregation

1. Shipments arrive at Cairo International Airport Courier Facility. 

2. Gateway team sorts shipments into designated bags:

· Personal: Low Value (<$1000) vs High Value ($1000–$2000). 

· Commercial: Low Value (<$2000) vs High Value (>$2000). 

3. Verification against the Prohibited Items List (e.g., spy cameras, drones, e-cigarettes, military gear, illegal seeds/drugs, medical equipment) is conducted. 

Phase 3: Customs Clearance & Regulatory Inspections

1. Customs Manifest Entry: Clearance agent submits HAWB data into NAFEZA and calculates applicable fees (NAFEZA fee: 400 EGP/HAWB; Bank fee: 195 EGP/MAWB; Postal Agency fee: 3 USD/HAWB; SMSA Clearance: 600 EGP/HAWB). 

2. Special Approvals Processing: Shipments containing restricted items are routed to the respective government authorities inside or outside the airport:

· NTRA: Network equipment, wireless devices, mobile parts. 

· Ministry of Health: Medicines, cosmetics, medical devices. 

· Ministry of Interior / Defense: Security cameras, remote controls, military gear. 

· Environmental Protection Council (EPC): Chemicals, lubricants, powders. 

3. Duty & Tax Settlement: Customs duties and VAT (based on CIF value and HS code tariff) are paid electronically via Finance. 

Phase 4: Release, Hub Transfer & Delivery Transit Times

1. Cargo Release: Customs issues the release order, and cleared express bags are transferred to the Cairo Hub (cairo.hub@smsaexpress.com). 

2. Transit Time SLA:
· Day 0: Pickup at Origin. 

· Day 1: Linehaul Transit. 

· Day 2: Final Delivery in Cairo (for low-value/personal items not held for regulatory approvals). 

· Day 3: Final Delivery outside Cairo / Regional Branches.

	Records & Documentation
	· All Gateway manifests, pre-alerts, customs declarations, NAFEZA receipts, and clearance records are stored and archived electronically within the SMSA Operations Tracking System and the NAFEZA Customs Portal. Physical manifests and waybills held at airport offices are maintained as operational working copies only.

	Reference Documents
	· Egyptian Customs Authority Courier & Express Clearance Regulations   Standard Operating Procedure – SOP EG Gateway OPS (June '26)
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