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Export Business Process
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—] OPERATIONS
INPUT F2 GLOBAL LOGISTICS INC. OUTPUT
| CUSTOMER |
| KEY PROCESSES | Transfer of
CUSTOMS — — Cargo
ccoun 00KIng to .
CLEARANCE . - > Processing of Export X o
Sol.lt:|tat|on/Book A|rI|ne/.Sh|pp|ng Documents Booking of Truck(s) Satisfying the
ing Request Line customers by
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v transferring the
Customers must Delivery of ”
Pick-up of v Sending of Reports(Pre-| ——| cargoontime
be accredited |~ c ™ Cargoesat lert and Updates) Billing )
importer/ argoes Port/Terminal/ alertand Updates will result to
I t
exporter of BOC v repela
transaction or
Collection order.
SUPPORT | PROCESSES
Needs & * Sales » Customer Experience * Finance Satisfaction of
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other
other d
Intereseted [—1 SHARED SERVICES EXTERNAL PROVIDER EXTERNAL PROVIDER Interesete
Parties e Human Resource « Security Agency- MMD « Truckers/ Fleet Part'els
« Suppliers * Quality Assurance « Office Supplies- MMD « Carriers * Suppliers
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e Claims » Telecommunications « Banks * Government
e Government .
« Society/ e Information Technology Companies- ITD * Legal * Society/
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* Marketing « Overseas Agents
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INPUT KEY PROCESS OUTPUT PROCEDURE TITLE PER KEY PROCESS

Prospect Customer/
Submission of Proposal/
Qoutations

. Profiling and Qualifying of Accounts
Account Solicitation/ Booking Booking Details from Company Presentation and Sales Proposal
Request Customer . Credit Facilitation

. Preparation of Itinerary

Booking Details from
Customer

. Arrival of Cargoes for DD Services

. Departure of DD Services

. Arrival of Cargoes for DP and PP Services

. Departure of Cargoes for for DP and PP Services
. Handling Customer Complaints

Booking to Airline/ Shipping | Booking Confirmation from
Line Airline/ Shipping Line

OF WM BR[O Pe

Booking Confirmation from

Processing of Export
‘ng xP Solicitation of Trucker Processing of Export documents with brokerage

CXS Documents
Pick-up advise from

Solicitation of Trucker and . ick-up aavi i i

Booking of Trucks Customer or Customer  |Processing of Export documents with brokerage
Agreed truck rates X
Experience

Pick- up advise from : . .

Pick-up of Cargoes Cargo Transfer Processing of Export documents with brokerage

Customer or CXD

Cargo Transfer

Invoice and Packing List (Air)
Final Shipping Instruction |Processing of Export documents with brokerage
(Sea)

Delivery of Cargoes at
Port/Terminal/Warehouse

Invoice and Packing List (Air)
Final Shipping Instruction

1. Arrival of Cargoes for DD Services
2. Departure of DD Services
3. Arrival of Cargoes for DP and PP Services

Airway Bill (Air)/ Bill of
Sending of Reports (Pre- alert Lading (Sea)- Cutting of
and Updates) Airway Bill/ Encodes Bill of

(Sea) . . 4. Departure of Cargoes for for DP and PP Services
Lading to Seamain System A )
5. Handling Customer Complaints
Job Folder Billing Processing of Bllhn_g to Billing
Customer/ Supplier
Job Folder Collection Collection to Customer |Collection
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Import Business Process
I MISSION, VISION, VALUES AND QUALITY POLICY
— LEADERSHIP
— PLANNING
— OPERATIONS
INPUT F2 GLOBAL LOGISTICS INC. OUTPUT
| CUSTOMER Transfer of
CUSTOMS | KEY PROCESSES Cargo
CLEARANCE Satisfying the
Qualified Account Coordination Submission of customers by
Customers must Solicitation/Book ™ with Oversees Customs Arrival of Cargoes transferring the
. ing Request Agents Manifest cargo on time
be accredited I will result to
importer/ *
t
exporter of BOC [—| Turnoverof | J Billing > Collection repeAa
Documents transaction or
order.
SUPPORT | PROCESSES
Needs & * Sales » Customer Experience * Finance Satisfaction of
Expectations of Y
other other
Intereseted | SHARED SERVICES EXTERNAL PROVIDER | [ EXTERNAL PROVIDER | '”terefeted
Parties e Human Resource * Security Agency-MMD  Truckers/ Fleet Part'?s
« Suppliers e Quality Assurance « Office Supplies-MMD o Carriers * Suppliers
« Shareholders * Materials Management « Building Admin « Utilities Company * Shareholders
« Employees inclusive of Safety and Security -MMD * Manpower Agency * Employees
« Government * Claims ¢ Telecommunications * Banks * Government
« Society/ « Information Technology Companies- ITD o Legal * Society/
Community * Fleet Management « Consolidators Community

e Marketing

* Overseas Agents

e

PERFORMANCE EVALUATION

|

o

IMPROVEMENT

CONTEXT OF THE ORGANIZATION
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Input- Process- Output (IPO) Matrix
INPUT KEY PROCESS OUTPUT PROCEDURE TITLE PER KEY PROCESS
Prospect Customer/ o . . . 1. Profiling and Quallf\./lng of Accounts
. Account Solicitation/ Booking Booking Details from 2. Company Presentation and Sales Proposal
Submission of Proposal/ ' o
. Request Customer 3. Credit Facilitation
Qoutations . A
4. Preparation of Itinerary
Master Bill of Lading, House 1. Arrival of Cargoes for.DD Services
) . . . |2. Departure of DD Services
. . . X Bill of Lading & arrival details K X
Booking Details from Coordination with Overseas (Sea)/ Master Airway Bill 3. Arrival of Cargoes for DP and PP Services
Customer Agents House Airway Bill & Arrival tslélrbgfeasrture of Cargoes for for DP and PP
vi

Details (Air)

5. Handling Customer Complaints

Master Bill of Lading, House
Bill of Lading & arrival
details (Sea)/ Master Airway
Bill, House Airway Bill &
Arrival Details (Air)

Submission of Customs
Manifest

Lodgement of Shipment
Details to VASP

Processing of Import Documents

Lodgement of Shipment
Details to VASP

Arrival of Cargoes

Validated Customs manifest

Processing of Import Documents

Endorsed House Bill of
Lading, Container
Guarantee, Authorization &
Delivery Order (Sea) House
Airway bill (Air)

Issuance of Container Release
Order from the carrier

Releasing of Cargo

Processing of Import Documents

Job Folder

Processing of Billing to
Customer/ Supplier

Revenue

Billing

Job Folder

Collection to Customer

Revenue

Collection
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Customers must
be accredited

—

Endorsement of Bill of

Lading/ Pick-up of [

BOC Processing

—»

Payment of Arrastre,

Booking of Truck(s)
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Import - Brokerage Business Process
I MISSION, VISION, VALUES AND QUALITY POLICY |
— LEADERSHIP |
— PLANNING |
— OPERATIONS |
INPUT F2 GLOBAL LOGISTICS INC. OUTPUT
| CUSTOMER [
| KEY PROCESSES | Transfer of
CUSTOMS : Cargo
CLEARANCE Brokerage |—p Con;r:ge:l::r of Cor_nputation of Lodgement/ _ Satisfying the
Request Duties and Taxes Preparation of Entries
- Documents customers by
Qualified 7 )
by transferring the

cargo on time

importer/ Airway Bill to carrier Warehouse, Storage will result to
T
repeat
exporter of BOC + pe:
Warehouse/ CY Delivery to - X transaction or
) — Billing Collection
Releasing Customer order.
SUPPORT| PROCESSES >
Needs & e Sales » Customer Experience * Finance Satisfaction of
Expectations of
other
other | g
Intereseted SHARED SERVICES EXTERNAL PROVIDER EXTERNAL PROVIDER —+| nteresete
Parties * Human Resource * Security Agency- MMD e Truckers/ Fleet Parties
e Suppliers * Quality Assurance « Office Supplies- MMD « Carriers * Suppliers
e Shareholders

¢ Shareholders
e Employees
e Government
* Society/
Community

¢ Materials Management
inclusive of Safety and Security

e Claims

e Information Technology

¢ Fleet Management

e Marketing

 Building Administration
-MMD
¢ Telecommunications

Companies- ITD

 Utilities Company
* Manpower Agency
* Banks

o Legal

» Consolidators

* Overseas Agents

¢ Employees

* Government
* Society/
Community

-
-

PERFORMANCE EVALUATION I

IMPROVEMENT

CONTEXT OF THE ORGANIZATION I
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Input- Process- Output (IPO) Matrix

INPUT KEY PROCESS OUTPUT PROCEDURE TITLE PER KEY PROCESS

Bill of Lading, Invoice,
Packing List and other
documents may be required

Brokerage Request

Sending of Estimated
Computation of Duties and
Taxes to Customer

1. Brokerage
2. Processing of Import Documents with
Brokerage

Approved Estimated
Computation of Duties and

Completion of Original

Completed original

1. Brokerage
2. Processing of Import Documents with

Documents documents
Taxes from Customer Brokerage
L . 1. Brokerage
Completed original Lodgement/ Preparation of Temporary Assessment .g .
. . 2. Processing of Import Documents with
documents Entries Notice

Brokerage

Temporary Assessment
Notice

Endorsement of Bill of Lading/
Pick-up of Airway Bill to Carrier

Endorsed Bill of Lading/ Pick-
up of Airway Bill for BOC
Processing

1. Brokerage
2. Processing of Import Documents with
Brokerage

Endorsed Bill of Lading/ Pick
up of Airway Bill for BOC
Processing

BOC Processing

Final Assessent notice

1. Brokerage
2. Processing of Import Documents with
Brokerage

Final Assessent notice

Payment of Arrastre,
Warehouse, Storage

Gate Pass

1. Brokerage
2. Processing of Import Documents with
Brokerage

Gate Pass

Booking of Trucks

Booking Confirmation

1. Brokerage
2. Processing of Import Documents with
Brokerage

Booking Confirmation

Warehouse/ CY Releasing

Releasing of Cargo & Pre-
alert to Customer

1. Brokerage
2. Processing of Import Documents with
Brokerage

Releasing of Cargo & Pre-
alert to Customer

Delivery to Customer

Signed Delivery Receipt

1. Brokerage
2. Processing of Import Documents with
Brokerage

Job Folder

Billing

Processing of Billing to
Customer/ Supplier

Billing

Job Folder

Collection

Collection to Customer

Collection

DDC: This Document is already Approved and Posted on Intranet.

Please refer to printed files for signatures of approvers.

Any printed and saved copy of this document is considered uncontrolled

Page 6 of 8




. Document
Business Process - Global Number.
Quality Manual QMALOS
F2 cLosaL LocisTicS o el Larafies, e Effective Date: Revision No
gIstcs, inc. July 25, 2022 4
Export - Brokerage Business Process
I MISSION, VISION, VALUES AND QUALITY POLICY |
— LEADERSHIP |
— PLANNING |
— OPERATIONS |
INPUT F2 GLOBAL LOGISTICS INC. OUTPUT
I CUSTOMER |
[ KEY PROCESSES | Transfer of
CUSTOMS Cargo
CLEARANCE Completion of Preparation of Export
Brokerage | —» Original Declaration/ BOC Processing Satisfying the
Request Lodgement
" Documents customers by
Qualified T forri h
Customers must * transferring the
. Booking of Transferof | Payment of - cargo on time
bel accredited Truck(s) ] Cargo Arrastre (SEA) Billing will result to
importer/ ; I repeat
exporter of BOC .
transaction or
Collection
order.
SUPPORT| PROCESSES
Needs & * Sales » Customer Experience * Finance Satisfaction of
Expectations of ]
other other
Intereseted SHARED SERVICES EXTERNAL PROVIDER EXTERNAL PROVIDER | 'ntereseted
Parties e Human Resource * Security Agency- MMD  Truckers/ Fleet Partle's
« Suppliers * Quality Assurance « Office Supplies- MMD « Carriers * Suppliers
« Shareholders ¢ Materials Management « Building Administration « Utilities Company * Shareholders
« Employees inclusive of Safety and Security -MMD * Manpower Agency * Employees
« Government e Claims * Telecommunications * Banks * Government
« Society/ « Information Technology Companies- ITD o Legal * Society/
Community * Fleet Management * Consolidators Community
* Marketing  Overseas Agents
— PERFORMANCE EVALUATION |
— IMPROVEMENT |
{ CONTEXT OF THE ORGANIZATION
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Input- Process- Output (IPO) Matrix
INPUT KEY PROCESS OUTPUT PROCEDURE TITLE PER KEY PROCESS

Bill of Lading, Invoice,
Packing List and other
documents may be required

Brokerage Request

Preparation of Export
documents

1. Brokerage
2. Processing of Export Documents with
Brokerage

Prepared Export documents

Completion of Original
Documents

Completed original
documents

1. Brokerage
2. Processing of Export Documents with
Brokerage

Completed original
documents

Preparation of Export
Declaration/ Lodgement

Turn over to assigned
processor

1. Brokerage
2. Processing of Export Documents with
Brokerage

Segregate turned over
documents

BOC Processing

Approved Export
Declaration

1. Brokerage
2. Processing of Export Documents with
Brokerage

Approved Export
Declaration

Booking of Trucks

Pick-up of Cargo

1. Brokerage
2. Processing of Export Documents with
Brokerage

Pick-up of Cargo

Transfer of Cargo

Signed copy of arrastre
receipt (Sea)
Signed copy Transfer Cargo
Manifest (TRM) (Air)

1. Brokerage
2. Processing of Export Documents with
Brokerage

Final Assessent notice

Payment of Arrastre,
Warehouse, Storage

Gate Pass

1. Brokerage
2. Processing of Export Documents with

Brokerage
P i f Billing t
Job Folder Billing rocessing ot Bl m_g ° Billing
Customer/ Supplier
Job Folder Collection Collection to Customer  |Collection
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