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Scope
This document covers the policies and procedures of import freight transactions with brokerage.

This document applies to both air and sea freight, consumption and transshipment.

Ownership

The Operations Supervisor/Documentation Supervisor/ Brokerage Manager is responsible for
ensuring that this document is cascaded to all concerned personnel and that it reflects actual
practice.

Definition of Terms

HBL House Bill of Lading

HAWB House Airway Bill of Lading

MBL Master Bill of Lading

MAWB Master Airway Bill of Lading

VASP Value Added Service Provider

CIPL Commercial Invoice Packing List

Incoterm

EXW Ex-Works (named place)

FCA Free Carrier (named place of delivery)

FAS Free alongside Ship (named port of shipment)

FOB Free Onboard (named port of shipment)

CPT Carriage Paid To (named place of destination

CFR Cost and Freight (named port of destination)

CIF Cost, Insurance and Freight (named place of destination)
CIp Carriage and Insurance Paid to (named place of destination)
DAT Delivered at Terminal (named terminal at port or place of destination)
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DAP Delivered at Place (named place of destination)
DDP Delivery Duty Paid (named place of destination)

Policies

1. Customer Experience Specialist (CXS) in charge shall prepares or turn over complete set of

documents to Operations In-charge:
a. Master BL/HBL
b. MAWB/HAWB
c. CIPLif applicable

CXS In-charge/Documentation In-charge shall prepare or turn over complete set of
documents to Operations In-charge:

e Master BL/HBL

e MAWB/HAWB

e Validated Manifest

e Delivery Order

e Container Guarantee

e Arrival Notice

e Approved JI — prepared by CXS

Original Invoice and Packing List shall be required from the customer in compliance to the
Bureau of Customs.

Estimated computation of the Duties and Taxes shall be sent to the customer prior arrival.
Computation shall be aligned with Philippine Tariff and Customs Law Rules and Regulations /
Customs Modernization and Tariff Act.

For the customers who exceeded the terms of their credit line the approval of the EVP & COO
/Sales Manager shall be required before the Operations Supervisor/Documentation
Supervisor /Declarant In-Charge will release the documents needed by Bureau of Customs
(BOC).
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5. The cargo shall be released once all payments are settled for Customers that are Cash on
Delivery (COD).

6. The import or admission permit shall be prepared before the arrival of cargo, whichever is
applicable:

e Transshipment Cargo Subic Bay Freeport Zone (SBFZ) - Admission Permit thru Trade
Automation & Facilitation System (TAFS)

e Transshipment Cargo Clark Freeport Zone (CFZ) — Admission Permit thru Trade
Declaration & Admission Permit System (E-TAPS)

e Transshipment Cargo Freeport Area of Bataan (FAB) - Admission Permit thru
Electronic Transit Admission Permit System (E-TAPS)

e Transshipment Cargo Philippine Economic Zone Authority (PEZA) — Import Permit thru
Import Permit System (IPS)

7. Customer Experience Specialist shall prepare the Job Instruction as attachment to all request
made for payment. Any charges to be paid shall be supported by JI.

8. CXS/OPS In-charge to send details to customer prior delivery, if requested by customer.
Driver's name
Plate Number
Type of Truck
Mobile number if requested

9. Transport in charge shall deploy F2 owned trucks first before subcontracted truckers.
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Procedures

START
4.

Customer Experience In-

CXS/Operations In-charge

Checks with the Finance In-charge the
customer is within the credit terms.

charge

1.  Sendsimport documents to

Operations In-Charge through

Within Credit
Limit?

email.

]

—  For Sea: Master Bill of

Lading (MBL) or House
Bill of Lading (HBL)

—  For Air: Master Air
Waybill (MAWB) or
House Air Waybill
(HAWB) air cargo
manifest

CXs/Operations In-charge CXS/Operations In-charge

Checks the estimated time
arrival of cargo.
7.  Prepares customs manifest

5.  Prints and places the 6.
documents in the Job Folder

A 4

If already applicable:

—  For Sea: Master Bill of

— Invoice
Lading (MBL) or House Zr;rg:i:;tgfde.net.ph (Bureau
—  Packing list Bill of Lading (HBL) 8. Advises arri\./al details to
Awaits for the final pre-alert of —  For Air: Master Air ultimate consignee through
documents from the overseas Waybill (MAWB) or email
aientk £ with ) House Air Waybill 9.  Prints and places import
Checks customer if with credit (HAWB) air cargo documents in the Job Folder
line or Cash on Delivery (COD) manifest (Delivery Order, Container
—  Original /copy Invoice Guarantee authorization, DO)
10. Endorses Job Folder to

Customer
with Credit
Line?

—  Original/copy Packing
List

- Government
Clearances / Permits

Declarant In-Charge

(<]
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Consumption
Entry?

Operations In-charge

15. Prepares import permit in the
Value-Added Service Provider (VASP)
required by the customer.

Operations In-charge

11. Computes duties and taxes

—  Refer to Duties and
Taxes template

—(

\ 4

Approved by
Freeport Zone
Authority / PEZA?

Yes

Operations In-charge

12. Sends estimated
computations to customer
through email.

Operations In-charge

14. Edits necessary changes and
re computes duties and taxes

y

Approved by
Customer?

]

16.

Operations In-charge

Seek approval from customer
for duties and taxes

A4

17.

Customer

Gives feedback

Customer

13. Advises which items to
edit

'

Approved by
Customer?
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CXS/Operations In-charge
24. Edit Receipted charges based on actual
shipping line charges/ Consolidator/
CXS/Operations In-charge Warehouse / Port terminal on initial JI
created by CXR through F2 Global Logistics
18. Creates the import declaration System
Single Administrative
Document (SAD) in the VASP
(etrade.net.ph) CXS/Operations In-charge
19. Prepares lodgement of port
5 in‘triesl d | 25. Payment request to Finance for the Port
0. Erltnts odgement / Import and Shipping Charges
ntry

21. Dispatches the following
documents to the Customs

Representative: CXS/Operations In-charge

- Invoice
- :irklfnf Ic':t Al 26. Advises the customer that the documents
- ill of Lading or Air
Waybill : have been approved and ready for
_ BOC Printed ticket payment of duties and taxes.
- Import Entry (SAD)
—  Government clearances l
"
CXS/Customs
Representative/ Operations
In-charge

22. Request Cash advance from

finance and processes the

documents at the Bureau of
Customs and other
Government Agencies if
applicable

23. Advises the declarant once the
documents are validated.
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CXS/Operations In-Charge

No
cob? > 32 Monitors, through VASP System, duties and
taxes if paid within BOC prescribed period.
Yes l
Finance In-Charge Customer
27. Creates estimated invoice. 33. Advise nominated bank for payment of D&T thru
28. Endorses invoice to Customs PASS5
Representative. 34. Advises the Declarant/Operations In-Charge once
duties and taxes are settled.
! |
Customs Experience CXS/Operations In-charge
Specialist/ Operations In-
charge/ Declarant In 35. Advises the Customs Representative that duties

charge

29. Endorses invoice to customer
and Claim payment from
customer (Check Payment)

30. Issues OR to Customer issued
by Finance.

31. Advises Declarant/Operations
In-charge once duties and
taxes are settled.

and taxes payment is completed and the cargo
is ready to be released.

A4

<]
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Customer Trucker
> .
36. Sends delivery details to CXS/Operations P 42. Pullouts cargo from Airport / Port and
In-Charge delivers to Customer's designated
—  Delivery Location warehouse.

- Delivery Time

- Contact person and delivery address

Customs Representative/Operations
In-charge

\4

CXS/Operations In-Charge
43. Liquidates cash advances.
37. CXS/Operations In-Charge sends truck

request to Trucking coordinator. l

Transport Coordinator In-charge Brokerage In-charge/ Operations In-

charge/ Declarant In
38. Sends booking details and TABS charge/Transport Coordinator
(Terminal Appointment Booking
System, if any) to trucker through SMS 44. Endorses Job Folder with the actual cost
if applicable. to CXR
* - Processed Customs Documents

v

CXS In-Charge

Trucker

39. Sends booking confirmation through SMS

or email / viber. 45, Reflects actual cost in the JI and Submits
final JI via email/hardcopy to Finance in-
v charge for billing.

CXS/Operations In-Charge/Transport
Coordinator In-Charge

40. Sends truck details to the customer END
through email.

41. Transport coordinator Monitors the
truck.
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Finance In-charge

46. Informs the VP & COO regarding

the client

Finance Manager / AVP-
Finance

47. Evaluates the customer's
historical background,
performance in terms of
payment and future business

'

Area Manager / VP & COO

48. Coordinates with Sales and CX
manager in terms of customers’
existing and future business

opportunities

Approved to
process?

49.

Area Manager / VP &
COO0/ Sales

Countersigns the Jl in order to
proceed with the
documentation processing

l

No

Area Manager / VP &
CO0/Sales Manager

52. Informs Fin Manager to hold the
release of docs until all accounts has
been settled then pass on to CX

A\ 4

CXS In-Charge/Operations In-
charge

53. Sends email to the customer about
the hold of the release of
documents.

END
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