PORT AUTHORITY OF GUAM
ATURIDAT I PUETTON GUAHAN

GOVERNMENT OF GUAM Telephone: (671) 477-5931/35
1026 Cabras Highway (671) 477-2683/85
Suite 201 Telex: (721) 6689 PAGGUM
Piti, Guam 96925 Facsimile: (671) 477-2689

POLICY MEMORANDUM NO: 97-03

To: Shipping Agencies, Trucking Subject:  Operating Procedures for the
Companies and PAG Employees Issuing and Receiving of
Breakbulk and Containerized
Cargo(s).
Effective Date: December 4, 1997 Revision Date:

Approved by:
E.C. Bermudes, General Manager

All Revisions are marked with an asterisk (*)

L PURPOSE: To establish an operating instruction for the issuing and receiving of
breakbulk and containerized cargo(s) at the Port Authority of Guam to
conform with Customs and Quarantine requirements.

n. SCOPE: The provisions of this policy shall apply to all parties involved in:

A. ISSUING OF INBOUND BREAKBULK CARGO(S)

B. ISSUING OF INBOUND AUTO-BOAT AND
TRAILER-CHASSIS

C. RECEIVING OF EXPORT BREAKBULK CARGO(S)

D. RECEIVING OF EXPORT AUTO-BOAT AND
TRAILER-CHASSIS

E. ISSUING OF IMPORT OR EMPTY CONTAINERS

F. RECEIVING OF EXPORT OR EMPTY CONTAINERS

Ifl. PROCEDURES:

A. ISSUING OF BREAKBULK CARGO(S) (INBOUND)

Customer will surrender original Bill of Lading (BL) or Delivery Order (DO) to
the Issuing Clerk.

Issuing Clerk will verify BL or DO versus Storage Control Information from Entry
to ensure cargo(s) are not in storage. In the event cargo(s) are in storage, the
customer will have to obtain a storage tag from Entry attached to the BL or DO

prior to any issuing. {%{
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Cargo(s).

NOTE: Partial Clearance of BL or DO will not be accepted.

Issuing Clerk will verify BL versus Vessel Pre-Checking Tally Form to ensure
cargo(s) is manifested. Unmanifested and Overlanded cargo(s) will not be released
until the Shipping Agent has furnished the Warehouse #2 personnel with an
amended Vessel Discharge Manifest for billing purposes.

Issuing Clerk will review BL or DO to ensure that the following Government
clearance stamps are present:

. "Passed Custom and Quarantine Stamp".
(Must be signed and dated by Custom Agent)
"Port Authority Location Stamp".

(Must be signed and dated by Entry Clerk)

3. "Port Authority Entry Stamp".

(Must be signed and dated by Entry Clerk)

o

In the event that a BL or DO has a ""HOLD FOR CUSTOM" stamp, the
cargo(s) will require the inspection of Customs and Quarantine officers and only
when a "PASSED BY CUSTOM" stamp is placed, signed and dated will the
cargo(s) be issued.

The Issuing Clerk, who receives and reviews the BL or DO, will then operate a
forklift and issue the exact amount of cargo to the customer by case number and
any marks as indicated on the BL or DO.

In the event that there is Overlanded Cargo, the exact amount of cargo indicated
on the BL or DO will only be released, the customer will have to obtain a Second
BL or DO for the remaining cargo(s).

After completion of loading the customers truck or trailer, the Issuing Clerk will
prepare the "Cargo Delivery Receipt" (CDR) indicating the following information:

I. Vessel and Voyage No. 7. Date of Issue

2. Bill of Lading No. 8. Delivery Clerk

3. Entry No. 9. Kind of Packages

4. Consignee 10. Commodity and Description
5. Drayman (Trucker) I'l. Signature of Drayman

6. Truck License No. [2. Time Started/Completed
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After completing the Cargo Delivery Receipt Form and the customer has signed
and dated, the green copy will be given to the customer for his records, the
yellow copy for the Security Guard at the gate for clearance and the white copy
attached to the Original BL or DO will be submitted for billing and the pink copy
for Warehouse #2 records.

ISSUING OF INBOUND AUTO-BOAT AND TRAILER-CHASSIS

The procedures for issuing of Breakbulk Cargo(s) will be followed when issuing of
Auto-Boat and Trailer-Chassis.

All Autos-Boats and Trailers-Chassis being issued will have a Survey Report Form
on the cargo when received from the vessel indicating the condition of the cargo
and the extent of damages, if any. The customer will have to physically inspect the
cargo and review the Vehicle Damage Report Form for any discrepancies. After
the customer has reviewed and acknowledged the survey report form, the
following copies will then be distributed:

l White Copy - Attached to the Original BL for billing.
2. Yellow Copy - Shipping Agency

3. Pink Copy - Customer

4 Gold - Customer Vehicle

RECEIVING OF EXPORT BREAKBULK CARGO (OUTBOUND)

Customer will surrender original Dock receipt (Permit to Load) to the receiving
clerk (Cargo Checker).

Receiving Clerk will ensure that the export cargo being received is within the
twenty-four (24) hour period prior to vessel arrival. Should the cargo(s) be
received after the twenty-four (24) hour period has expired, the customer will
have to fill out a Special Service Request for man power and equipment required
for receiving services.

Receiving Clerk will review Dock receipt to ensure that the following Government
clearance stamps are present:
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1. Passed by Custom and Quarantine Stamp.
(Must be signed and dated by Custom ofticer)
2. Port Authority Entry Stamp.
(Must be signed and dated by Entry Clerk)

NOTE: All "HAZARDOUS CARGO(S)" indicated on the Dock Receipt
must be properly labeled and secured before any movement.

Should their be any discrepancies with the Dock Receipt, the customer will have to
have his documents corrected by his shipping agent, and only then will his cargo
be received.

The Receiving Clerk who receives and reviews the Dock Receipt from the
customer will then operate forklift and off load the cargo(s).

The Receiving Clerk will mark or tag each cargo(s) being received indicating the
following information:

. Vessel and Voyage 3. Port of Discharge

2. Dock Receipt No. 4. Export

Upon completion of off loading and marking of cargo, Receiving clerk will ensure
that the total amount, kind of packages and description coincides with the
information on the Dock Receipt.

Receiving clerk will then complete the Dock Receipt indicating the following
information:

Number of Packages ( Ex: 2-pallets, S-cases, 6-drums)

. Warehouse Location (Ex: drum lot, pov lot, security cage)
Receiving Clerk (Cargo Checker receiving cargo(s))
Unitized or Non-Unitized ( For billing purposes)

L N —
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After Receiving Clerk has acknowledged the Dock receipt, it will then be
distributed as follows:

I. Original Copy-Billing 3. 3rd Copy-Shipping Agency
2. 2nd Copy-Warehouse 4. 4th Copy-Customer
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NOTE: Customer will receive the 4th copy after completion of receiving. The
remaining copies will be distributed upon completion of loading cargo(s) on vessel.

RECEIVING OF EXPORT AUTO-BOAT AND TRAILER-CHASSIS

The procedures for receiving of Breakbulk Cargo(s) will be followed when
receiving of Auto-Boat and Trailer-Chassis.

All Autos, Boats, Trailer and Chassis being received as export will be surveyed
utilizing the Vehicle, Boat, Trailer or Chassis Damage Report Form indicating the
condition and damage, if any, on the report. After completing the physical

survey report, the customer will acknowledge the report. The report will be
distributed as follows:

I. White-Billing

2. Yellow-Shipping Agency
3. Pink-Customer

4. Gold-Customer Vehicle

NOTE: All vehicles being received should only have a half tank of fuel.

ISSUING OF IMPORT OR EMPTY CONTAINER(S) (INBOUND)
Customer (Trucker) will surrender Original Bill of Lading (BL) or Delivery Order
(DO) to the issuing clerk (Cargo Checker) at the window. Trucker must present
his Port Authority badge prior to issuing of containers(s).

Cargo checker will verify BL or DO versus Storage Control Information to ensure
import container(s) are not on storage. In the event container(s) are on storage, a
storage tag from Entry will have to be attached on BL or DO prior to issue.

All empty container(s) for issue require a storage tag from Entry.

Cargo checker will review BL or DO to ensure the following Government
clearance stamps are present:

l. "Passed by Custom" stamp
(Must be signed and dated by Custom ofticer)
2. “Port Authority Location" stamp

(Must have Location and signed by Entry clerk)
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3. "Port Authority Entry" stamp

In the event that a BL or DO has a "HOLD FOR CUSTOM" stamp, the
container(s) will have to be inspected by customs and only when a "Passed by
Custom" stamp is placed, signed and dated will the container(s) be issued.

NOTE: Any BL or DO that has a seal or container number discrepancy will not be

released until the agent and Customs have stamped "CORRECTED COPY" and
has signed oft on the corrections.

Upon reviewing and ensuring that all information and stamps on the BL or DO is
in order, the Cargo checker will then input the container number into the
Container Tracking system and verify the following information on the system
versus the information on the BL or DO:

Vessel and Voyage
Bill of Lading /Delivery Order Number
Consignee

Size and Weight
Status (Full or Empty)
Seal Number

Carrier

Commodity

: Container Number

0. Destination

I Temperature

— = 0PN AW —

Trucker will provide the following information into the system for information and
tracking services:

Name of Trucking Company
Tractor License Number
Chassis Number

“o —

Cargo checker issuing container and trucker hauling will sign and date the
Container Delivery Receipt (CDR).
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Cargo(s)

Copies of the CDR will be distributed as follows:

White-Attached to the Original BL or DO
Yellow-Agency

Gold-Port Police

Pink-Trucker

B =

Port Police will physically verify the information on the CDR versus the seal
and container number and only upon verification will the trucker be allowed to exit
the gate.

In the event an empty container is to be issued, the trucker will have to open the
container door in the presence of Port Police to verify that the container is
actually empty.

RECEIVING OF EXPORT OR EMPTY CONTAINER(S) (OUTBOUND)

Customer (Trucker) will surrender Dock Receipt (Permit to Load) to the receiving
clerk (Cargo Checker) at the window along with his Port Authority badge for
clearance.

Cargo Checker will ensure that the container being received is within the 24 hour
period prior to vessel arrival. Should the container be received after the 24 hour
period has expired, the trucker will have to fill out a Special Service Request for
man power and the equipment required for receiving services.

Cargo checker will reveiw Dock Receipt to ensure that the following Government
clearance stamps are present:

l. "Passed By Custom" Stamp
(Must be signed and dated by Custom ofticer)
2. "Port Authority Entry" Stamp

(Must be signed and dated by Entry Clerk)

NOTE: Any Dock Receipt that has a scal or container number discrepancy will
not be received until the agent and Customs have stamped "CORRECTED
COPY" and has signed off on the corrections.

Empty containers do not require any type of documentaion or clearance when
being received.
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Cargo(s).

All Hazardous Export Container(s) indicated on the Dock Receipt must be
properly labeled with a placard on all four corners of the container. Empty
containers being received must have all hazardous placards removed prior to
receival.

Trucker will provide the following information to be inputed into the system for
tracking purposes:

Name of Trucking Company
Tractor License Number
Chassis Number

hadi e

Cargo checker will input the following information indicated on the Dock Receipt
into Container Tracking System.

Vessel and Voyage
Dock Receipt Number
Port of Discharge
Seal Number
Container Number
Size and Weight
Consignee

Status

Commodity

A P ANl e

Cargo checker receiving container and trucker hauling will sign and date the
Container Delivery Receipt (CDR).

The copies of the CDR will be distributed as follows:

L. White-attached to Original Dock Receipt
2. Pink-Trucker
3.

Green-Agency

Cargo checker will inform the trucker where to stage the empty or export
container within the container yard.




