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QUY TRINH LAM CHUNG TU HANG NHAP
1. Mo file:

- Nhan pre-alert tir dai Iy & nuéc ngoai, in chang tir ra, ma file (ghi so file mau
vang, kep hét chiing tir vao to bia mau vang, dién cac théng tin can thiét ngoai bia
file). Néu du doan 16 hang chwa vé ngay trong thang thi chua cho sé file, dé chung
Vi cac file pending. Luu ching tir dai ly guri vao folder dung chung dugc share
trong mang LAN cua cong ty.

- Kiém tra ddi chiéu MBL/MAWB va HBL(s)/HAWB(s) céc chi tiét c6 khp nhau
khong (POL, POD, container/seal#, shipping mark, description of goods, G.W.,
measurement).

- Néu c6 khac biét gitta MBL/MAWB va HBL(s)/HAWB(s) thi viét mail bao ngay
cho dai ly, yéu cau ho kiém tra xem chi tiét trén MBL/MAWB dung hay
HBL(s)/HAWB(s) dung va chinh sira bill @& nop manifest. Luu y place of delivery
c6 thé khac nhau giira HBL & MBL, khi d6 Bee Logistics s& phu trach chuyén
hang tir place of delivery trén MBL dén place of delivery trén HBL.

2. Gui attach list cho carrier, manifest cho hai quan: (chi &p dung cho hang sea vé
Hochiminh)

Manifest 14 danh sach cac 16 hang kém thong tin twong tng vé cha hang, s6 bill, s6
kién, khéi luong, trong luong... Hang tau phai nop manifest cho hai quan truge khi
tau cap cang. Forwarder mo container consol cling phai ngp manifest cho hai quan
trude khi dua hang vao kho.

Attatched list la to dinh kém bill hang tau trong bo manifest ma héng tau phai trinh
hai quan trude khi tau cap cang. Attached list phai thé hién tén cia ngudi nhan
hang cudi cting. Néu consignee trén HBL cua Bee la forwarder thi phai yéu cau
forwarder d6 gui attatch list dé biét nguoi nhan hang thuc su 12 ai.

a) Gui attach list:

- Céch 1: tao attach list trong phan mém (phai nhap file ‘info’, ‘D/O information’
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truéc, nhitng thong tin con thiéu nhu terminal d& hang... s& nhap sau).

Céach 2: HBL ciing c6 thé coi nhu attach list. Chi can ghi thém ‘to: import;
fr:.../BEE LOGISTICS; attached for MBL #...’

- Fax attach list cho hadng tau hoic co-loader trudc ngay tau dén 1-2 ngay. Sau khi
fax xong goi dién kiém tra xem hang tau nhan duoc chua.

- Panh dau trén bia file khi nhan attach list tir co-loader, va khi da gui attach list
cho carrier.

b) Manifest cho hai quan: (c6 thé lam sau budc 3)

- D6i véi hang nhap 1a consol box thi phai nop cong vin xin dua hang vao kho
CFS kém danh sach khach hang, manifest chi tiét.

- Cong vin dua hang vao kho 1am theo mau.

- Danh sach khach hang: khdng thé hién tén co-loader, chi thé hién tén ctua nguoi
nhan hang cubi cing.

- Manifest chi tiét: in tir phan mém ra (phai nhap xong file info va D/O info thi m&i
c6 manifest trong phan mém, cach nhap D/O xem phan 3) kém cac attach list co-
loader guri sang ¢ phan 2.a.

3. Phat hanh D/O, gui gidy bao hang dén:

- Hang sea:

o trudc ngdy tau dén hang tau hoic co-loader s& gui gidy bao hang dén (arrival
notice), néu khéng nhan duogc phai goi dién kiém tra. Trén A/N ma hang tau hay
co-loader giri thuong c6 théng béo sb cude va cac local charges phai nop. Kiém tra
xem tién cudc collect co khép véi pre-alert cia dai ly khdng.

o Panh dau da nhan A/N trén bia file.

o Ngay tau dén giao A/N cho operation cua import dept di 14y D/O cua carrier.
Trén A/N phai déng dau tén cong ty, MST.

0 Khi nhan dugc bo D/O caa hing tau, danh ddu da collect D/O trén bia file.

Hang air, tracking trén mang bang s6 MAWB (vao trang web cua airline tuong
mg) dé theo ddi hang dén chua. P6i véi hang vé TP.HCM, khi hang dén, kiém tra
lai véi TCS néu can xem HAWB da duoc tach xong chua, giao cho operation cia
import dept di 1ay chung tir & hop thu TCS.

- Hang sea, nhap day di D/O information trong chuwong trinh SMS IMPORT. Luu
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y:

o Terminal, vessel, ETA: cin ctr Va0 gidy bao hang dén cua carrier.

0 S6 container: phai tuyét ddi chinh xac. Hang FCL can ctt vao MBL, hang LCL
can ctr vao A/N cua carrier. Néu cé qué nhiéu s6 container thi c6 thé ghi & phan sb
container 13 “as per attachment’, va 1am thém mét attachment ghi s6 cont/seal bang
excel hay word.

0 CAc chi tiét khac trén D/O can ctr vao HBL. Néu “description of goods’ trén HBL
qua dai, c6 thé ghi tat thanh as per bill’ va khong can nhap day du description nhu
trén HBL.

Hang air, nhap day du thdng tin trén Delivery order record trong AIR IMPORT.

- Gui A/N trong chuong trinh cho khach hang (nén dung email hay winfax) trudc
ngay tau dén 1-2 ngay. Trén A/N s& thong béo sé tien khach hang phai dong. Kiém
tra chinh xac sé tién d6. Néu sai dan dén ké toan thu thiéu thi nguoi 1am chang tir
chiu trach nhiém.

- Panh dau da giri A/N trén bia file.

4. Giao chung tir cho khach hang:
a) Hang sea:

- Chuan bi bo D/O giao cho khach hang gom:

Déi véi khach hang truc tiép:

0 3 ban D/O cua BEE LOGISTICS.

0 2 ban D/O cua carrier (néu khong phai ban gdc thi phai dong dau vudng dai Iy,
Ky tén).

o Copy HBL, copy MBL c¢6 déng dau ‘BEE LOGISTICS CORP as agent only’.
Néu HBL c6 ky hau ciia ngan hang hoic shipper thi phai photo ca 2 mit.

0 Photo mat to 1énh dé khach hang ky nhan.

Déi véi forwarder:

0 3 ban D/O cua BEE LOGISTICS.

0 1 ban D/O cua carrier (néu khong phai ban gbc thi phai dong dau vudng dai ly,
Ky tén).

0 Chi cung cap copy ciia HBL & MBL c6 déng dau vuong dai ly néu khach hang
y&u cau.

0 Photo mat to 1énh dé khach hang ky nhan.
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- Giao chung tur:

o Thu héi gidy gigi thiéu (néu khach hang c6 bill gbc thi cd thé k can gidy gioi
thiéu).

o Thu héi HBL gbc néu HBL khéng phai 1a seaway bill hay surrendered bill. Luu
y: néu cnee trén HBL 1a “to order’ thi HBL gdc phai c6 ky hau cua shipper, 1a “to
order of < a bank>" thi HBL gdc phai c6 ky hau cua ngan hang, 14 ‘to order of <a
company>" thi HBL gbc phai c6 ky hau ctia cong ty d6 néu ngudi dén nhan hang 1a
mot cong ty khac.

0 Nho ké toan phat hanh hoa don theo sé tién trén A/N.

0 Y&u cau khéach hang ky nhan trén to lénh photo.

b) Hang air:

- Chuan bi bo D/O giao cho khach hang gom:

0 3 ban gidy uy quyén cua BEE LOGISTICS.

o HAWB cung invoice packing list duoc gui kém bd hd so néu c6, copy MAWB
c6 dong dau ‘BEE LOGISTICS CORP as agent only’.

0 Photo mat to gidy ty quyén dé khach hang ky nhan.

- Giao chang tur (tiép tan lam):

o Thu héi giay gigi thiéu.

o Luu ¥ néu cnee trén HAWB 1a “to order of < a bank>" thi phai thu hoi HAWB
gdc 6 ky hau cua ngan hang méi giao gidy uy quyén.

0 Nho ké toan phat hanh hoa don theo sé tién trén A/N.

0 Yéu cau khach hang ky nhan bo ching tir trén giay ty quyén photo.

(Note: Doc sé& chuan bi san bo chang tir va giri tiép tan giao cho khach. Bén cudi
ngay kiém tra nhiing 16 hang nao di giao Iénh thi note 1én file, 16 nao chua thi hom
sau nhac khach hang néu can)

5. Dbong file:

- Nhap freight costing vao phan mém. Kiém tra cac khoan chi va cac khoan thu da
ding chua, sau do in ra profit/loss statement.

- Luu bd ho so di hoan tat theo thir tu sau:

o0 Profit / loss statement.
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0 Cac ching tir lién quan dén thanh toan (invoice cua dai ly, customer profile, hda
don ctia hang tau...) dé trén cung dé ké toan dé kiém tra
o D/O hay gidy uy quyén c6 ky nhan caa cnee.

0 Gidy bao hang dén

o Bills

o Invoice packing list caa 16 hang néu co

0 Manifest

o Gidy gidi thiéu

- Panh dau da giao D/O trén bia file.



