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1. [bookmark: _Toc128036680][bookmark: _Toc128038685][bookmark: _Toc369609139]
Scope of Work 
 
[bookmark: _Toc128036681][bookmark: _Toc128038686][bookmark: _Toc369609140]Purpose

The Standard Operating Procedures (named SOP hereafter) describes the cargo, information, and document flow at point of pick up through to final delivery of cargo at consignee. The Standard Operating Procedure will also contain information regarding the actual handling, tracking and tracing of cargo as well as forecasting and reporting mechanisms, which shall be used to guarantee seamless shipment flows in all areas of transportation.

Its purpose is to provide structure and standardization to ________ and ________ and the management of ________’s International Ocean and Air transportation. The SOP also serves as a guideline for all ________ and ________ locations involved in the supply chain management for ________. Compliance to these procedures will ensure maximum quality of ________ services to ________.
[bookmark: _Toc128036682]
[bookmark: _Toc128038687][bookmark: _Toc369609141]Description of activities

________ has appointed ________ as the forwarder to be responsible for the ________ logistics and freight forwarding activities as specified in the Freight Forwarding Services Agreement dated October 22nd, 2012. 

The scope of work and activities that shall be provided by ________ may include but not be limited to the following:

· Provision of air, ocean and land transport freight services.
· Provision of customs management and customs brokerage services. 
· Provision of storage and/or third party storage for ________ materials and/or equipment.
· Provision of logistics advice or commercial input as required.

[bookmark: _Toc128036683][bookmark: _Toc128038688][bookmark: _Toc369609142]Field of application

The Standard Operating Procedure, applicable to all ________ and ________ employees involved in the business, refers to all Air and Sea related transports. It shall be utilized for upcoming future routings as well.

This SOP has been jointly developed with the ________ Logistics Department and is applicable to the ________NABU region:

[bookmark: _Toc128036684][bookmark: _Toc128038689]
[bookmark: _Toc369609143]Responsibility for SOP

________ Operational Key Account Manager  is responsible for administering and maintaining the SOP.   ________ Operational Key Account Manager will update and revise the Standard Operating Procedures and shall subsequently inform all involved parties of amendments made. 


1. [bookmark: _Toc369609144][bookmark: _Toc128036685][bookmark: _Toc128038690]Account overview

[bookmark: _Toc369609145]Introduction
________ Corporation is a global leader in the design, manufacture and service of technology-based solutions for the upstream energy industry.  With a strong commitment to an in-house research and development program, ________ is able to take innovative solutions from concept to commerciality.  ________ delivers solutions that add real value by reducing the cost of drilling for and producing oil and gas.

________ Locations:
		
		


[bookmark: _Toc369609146]Forwarder Locations and Contact:
________ Houston (________)

________ Houston (________)

:
1. [bookmark: _Toc128036690][bookmark: _Toc128038695][bookmark: _Toc369609147]Logistic, Service & Pricing Definitions

Shipment frequencies vary by traffic lane and can be related to Ocean Full Container, LCL, and Airfreight Transportation.

[bookmark: _Toc369609148]Service Definitions

· Consolidated Airfreight (Consol)
In general, a standard consolidation shipment is picked up on day zero and will move no later than day 2-3, depending on the destination and consolidation schedule. Origin ________ office must list “consol” on HAWB for billing/audit purposes.  

· Expedited Airfreight (NFO)
A Direct shipment is picked up on day zero and will move on the next available flight no later then on day 1, except holidays/weekends.  Origin ________ office must list “NFO” on HAWB for billing/audit purposes.

· Rig Down Airfreight 
A Direct shipment is picked up on day zero and moved on the same day or next day flight mattering on time received.  Express or Guaranteed service from the airline is used.  Origin ________ office must list “RIG DOWN” on HAWB for billing / audit purposes. 

· Shipments outside normal parameters 
(Non–rated lane segments, spot shipments, special equipment, material which exceeds 120 inches in length, 88 inches in width and 60 inches in height - subject to be authorized by ________ or shipping location in writing or email with supporting three quotations).

· Terms and Conditions
As per the agreed terms in the signed Service Contract between ________ and ________.




· Conditions of Pricing

All pricing has been quoted based on Port to Port / Airport to Airport moves however; pricing excludes the following charges that will be applied separately to all shipments[footnoteRef:1]: [1: 

] 


· Port / Airport Terminal Charges
· Currency Adjustments
· Port / Airport Handling Charges
· Bunker Surcharges

1. [bookmark: _Toc369609149] Contacts

[bookmark: _Toc369609150]________– Pick Up Location 
________ Corporation 

	Name
	Phone
	on
	E-mail

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc369609151]________, Inc. 

	Name
	Phone/Fax
	n
	e-mail

	
	
	
	

	
	
	
	


[bookmark: _Toc128036692]
1. [bookmark: _Toc369609152]Operational Procedures

[bookmark: _Toc369609153]Export Documentation

________ will provide commercial invoice and packing list 
If required by destinations ________ will provide the COO and legalization of documents 

[bookmark: _Toc369609154]Green Light Process 

A. 	Internal green light process is handled by ________ for Latin America and Russia 

[bookmark: _Toc369609155]Documentation Flow  

A.  	Urgent Shipments – Commercial Invoices and Packing Lists will be sent to ________ via email in advance of shipping.
B. 	Standard Shipments – Commercial Invoices and Packing Lists will be sent with the shipment and via email.
C.	Any discrepancies with documentation need to be directed to the logistics team at ________. 
D.	Documentation Distribution – follow the Standard Shipping Instructions

SSI Example: 


[bookmark: _Toc369609156]Documentation Reference Numbers 

The order type is listed on the Commercial Invoice and will be captured in ____ under Shipper IV reference field.  The commercial invoice value will be captured in ____ as Goods Value.
A. 	Commercial Invoice Number – main reference number (IV)
B. 	Sales Order Numbers (SO)
C.	Purchase Order Numbers (ON)
D. 	Commercial Invoice Value (CIV) 



[bookmark: _Toc369609157]INCO Terms - Will be determined on a shipment by shipment basis. ________ most commonly uses: EXW, FCA, CPT, and rarely DAP. 
	

[bookmark: _Toc369609158]Air waybills and Bills of Lading

____________ will reference the CI Number on the air waybill or ocean bill of lading.


[bookmark: _Toc369609159]Inland Bills of Lading

A.	________ will schedule picks ups
B.	Must reference the CI numbers and Sales Order Numbers 
C.	All reference numbers must be noted for each shipment on consolidated pick ups. 



[bookmark: _Toc369609160]Material Receipt Information 

Not currently required


[bookmark: _Toc369609161]Dangerous Goods Certificates and Inspection

________ will provide DG Certificates and MSDS at time of pick up 


[bookmark: _Toc369609162]Green Lights – DG’s and Temporary Admissions

________ will obtain all Green Lights that may be required, prior to delivering to _____________.


[bookmark: _Toc369609163]Shipper’s Export Declaration (SED) and US Principle Party in Interest (USPPI) 

________ is the USPPI for all shipments from this facility.  ______________ is the EIN for this facility.  Harmonized Tariff Schedule numbers at a 10 digit level, license determination, and ECCN numbers will be provided by ________ to ________ on a per shipment basis.  ________ will transmit SED information via AES to US Customs on behalf of ________.  Written Authorization and TSA Screening Consent from ________ is on file at ________. 


[bookmark: _Toc369609164]Air Freight

A. Pick Up 

________ will inform ________ when shipments are ready for pick up 

B. Service Levels

Air freight has three service levels, Consolidation (CON), Express shipments (NFO), and Rig Down shipments.  Service level will be captured in CIEL in the IV Invoice reference field.

C. Consolidation Schedule 

D. Heavy weight, Oversized, & Dangerous Goods

These shipment categories will be spot quoted on an ad hoc basis and approved in advance of shipping. 

E. Hand Carries & Charters

Any charters must be approved in advance by _____________.  Hand carries are not required for this facility at this time.

F. Air Freight Pre-Alerts 
Provided on the SSI 






[bookmark: _Toc369609165]Ocean Freight	
	
A. Pick Up 

Sea exports pickups are to be coordinated via ____.   

B.	Service Level is to put the freight on the very first available vessel via LCL or FCL. 

C.      Ocean Freight Pre-Alerts
                         Provided on the SSI

[bookmark: _Toc369609166]Imports to the USA

	
Imports bound for _____________, should be coordinated via ____________.

Contacts for Import: Global Trade Compliance Manager for HTS codes on all imports 

a.       Free Trade Agreements, Temporary Imports, US Goods Returned (only claim with written authorization from Global Trade Compliance Manager)
b.      Related Parties – add a list of ________ Related Parties with instructions to always claim transactions as related when between any of those parties
	SUPPLIER
	RLTD PTY

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	







c.       ADD/CVD, Steel Licenses, Mill Certs – always notify Global Trade Compliance Manager of these flags
d.      EEI Filing – always file, regardless of value or destination



[bookmark: _Toc128036697][bookmark: _Toc146522814][bookmark: _Toc369609167]Reporting

As part of the ________ Implementation program ________ is committed to provide ________ with detailed Key Deliverables As agreed by ________ Management and ________. 

(KEY PERFORMANCE INDICATORS (KPI's) will be captured, measured and reported against. KPI's include mutually agreed upon financial cost associated with the shipment.  

Status Codes required for Exports
	Status Code
	Status Description
	Airfreight
	Seafreight

	500
	Pick Up Confirmation
	y
	y

	1300
	Departure Confirmation
	y
	y

	1400 / 1405
	Arrival Confirmation
	y
	y



Status codes required for Imports
	Status Code
	Status Description
	Airfreight
	Seafreight

	1400 / 1405
	Arrival Confirmation
	y
	y

	1700
	Turned Over Documents
	y
	y

	3000
	Signed POD
	y
	y

	
	
	
	





1. [bookmark: _Toc369609168]Insurance

[bookmark: _Toc128036698][bookmark: _Toc369609169]Insurance

________ is a self-insured company. Additional cargo insurance may be requested on a ‘Per shipment’ basis if required.  Approval for additional cargo insurance must be granted by ________





1. [bookmark: _Toc369609170]Review Meetings

Per agreement between both parties regular review meeting will be conducted between the ________ Logistics Management Team and the ________ Area management.  

In addition to these management meetings minimum quarterly Operational meetings will be held between the local area ________ Key Account representatives and the ________ Area Logistics Group.

1. [bookmark: _Toc369609171]Invoicing & Payment Terms

Payment Terms:
Global contract between ________ & ________ stipulates net 45 days payment terms

[bookmark: _Toc369609172]Rating – See Appendix for Tariff


A. Freight Quotations
Charters to be approved by ___________ 
NFO shipments will be approved the logistics team at ________
We will set up an amount that will require __________ approval. 

B. Exceptions to be approved by ___________
 
	


· Billing

Billing Packet Contents for Exports: 
Sales Invoice 
AWB or BL 
Commercial Invoice
Packing list if available
AES Filing if applicable 
Email Shipment Authorization 

	Billing Packet Contents for Imports:
		Sales Invoice
		AWB or BL
		Commercial invoice
		Packing list if available
		7501 (Customs entry)
		3461 (Customs Clearance)
Email Shipment Authorization if available 



Reference number on Sales Invoice: Commercial Invoice Number  

[bookmark: _GoBack]Email Billing Packets: ___________@________corp.com




1. [bookmark: _Toc369609173]Appendix


[bookmark: _Toc128036701][bookmark: _Toc128038697][bookmark: _Toc369609174]Tariff Rates

· Airfreight Rates
· Ocean freight FCL Rates
· Ocean Freight LCL Rates
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