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Scope

This document covers the policies and procedures in acceptance of cargo and staging
prior to transfer at designated F2 warehouses.

Definition of Terms

PWB — Proforma Wayhill

LCL — Less Container Load

SOP - Standard Operating Procedure

HWB — House Wayhill

Ownership

The Assistant Operations Manager/Operations  Manager/Senior  Operations
Manager/Operations Head/Assistant Vice President (AVP) — Operations is responsible for
ensuring that this document is cascaded to all concerned personnel and that it reflects
actual practice.

Objective

To ensure 100% acceptance of cargo at F2 warehouses are complete and accurate
based on documents.
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Policies

1. Client is required to fill out the following information on the PWB:
e Transaction date/pick up date

e Shipper's Name

e Shipper's Complete Address

e Shipper's Contact Number

e Consignee's Name

e Consignee's Complete Address
e Consignee's Contact Number

e Transaction Type

e Paymode

e Service Type

e Declared Value

e Destination Port

e Cargo Description

2. All LCL acceptance shall have cargo stickers attached to the cargo. Exemptions will be
based on agreed SOP/s with shipper or client.
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Procedures

Start

Warehouseman/
Security
1. Validates transactions if
under (SC, BS, VC).
Records client upon entry to
F2 Facility.

v
Client

3. Queue according to first in
first out order.

A\ 4

Warehouseman
4. Checks, counts and
measure shipper/customer’s

cargo.

Warehouseman
5. Indicates actual
measurement LxXWxH in
centimeter while for weight
in kilogram and total quality
on Proforma Waybill.

Warehouseman
6. Validates completeness
of information written on
PWB then affix signature.

Warehouseman
7. Turnover Proforma
Waybill to encoder for
encoding.

A 4

Encoder/
Warehouseman
8. Encodes HWB

information and prepares
cargo stickers.

End
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