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ATSL - TAKORADI

STANDARD OPERATIONS PROCEDURES FLOW CHART

Berthing Arrangement

Vessel projections /
schedule are to be
received from shipping
lines. le. Arrival /
Departure details.

=

4 )

Shipping lines
complete GPHA
requirement
regarding berthing.

(& )

/1. Line agent makes \

advance payment (prefund)
based on proforma invoice
from ATSL .2. Completes
ATSL Requirements for vsl.
3. Shippers must be cleared,
regarding export cargo.

ATSL indicates readiness to
the HM to receive vessel to

\the berth. /

Vessel Planning & Discharge Operations Processes- Contrs.

Structure of vessels to be
received from operator
in NSD file, 7 days prior
to arrival for creation in
TOS.

)

Service Codes, Line
Codes, Vessel codes
& Vessel particulars
must also be

received from lines

\by mail. /

[ )

In-bound Baplie in
MOVINS file must be
received from vessel
operator, 72 hours to
arrival for loading into

\TOS. /
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/Transshipment

discharged and load list
must be submitted by
lines in Coprar format,
with connecting vessel
indicated to assign
appropriately.

\

)

/Discharge list \

(including special
list such as Reefers,
00G, IMDG etc.) in
Coprar format is
received from
shipping lines, 72
hours prior to

CMR by ICD to be assigned in TOS
after the approval of GPHA &
Customs.

vessels arrival.

!

/Manifest is received \

from shipping lines via
ICUMS / AVCS, 72
hours before vessels
arrival. BL assigned to
all containers and
downloaded unto TOS
by rotation number(s).

(& )
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Vessel Planning & Discharge Operations -GC & RoRo Operations

Shipping line
submits manifest to
ATSL via ICUMS.

/\/essel berths, \

boarding formalities

are cleared, Ch. Officer _

confirms list & plan for
unlashing /
Discharging operations
to commence.

\ )

l

/Cargo is discharged \

unto receivers’ truck
directly in the case of
direct delivery, where
customs is cleared
(ICUMS) + utilized
proof from receivers.
For indirect delivery,
cargo is discharge to

—

/Discharge/ Load List \

& stowage plan with
marks and numbers
are submitted by
shipping line, 72 hrs.
prior to vessels
arrival.

- /

/Berthing arrangement\

is made by HM with
vessel agent and ATSL
operations. HM office
would advise berthing
schedule to both

kstacking area. /

parties.

)

/Cargo is tallied & \

exchanges are made
between ATSL & lines
Tally clerk. Waybill /
interchange receipts

- are issued for truck

outbound. For indirect
delivery, a transfer
tally sheet is issued for
cargo to be offloaded
unto stacking area.

4 N

Proforma Invoice is
issued by ATSL to
Shipping agent for
payment (prefunding).

Payment is made by
Agency and special
request, if any, is
communicated.

/ATSL operations \

\ )

K(Equipment / Labour)./

|

/Stevedoring operations \

preplan meeting is carried
out by ATSL to discuss
labour, equipment, yard
and valued document
requirements for vessel’s
operations.

- /

superintendents
ensures all record
sheets, tally sheets,
outturn reports, ramp
tally, damage report &
summary sheets are
signed by the chief
Officer onboard vsl.

)
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Vessel Planning & Load Operations Processes -Contrs.

/Shipping line

provides export
booking projections
in coprar file, 72
hours to arrival of
vessel. Vessel
Kcreated in TOS.

~

—

)

Gate is always open.
Cargo cut off time is 24
hours prior to vessels
arrival. Application for

extension is restricted.

)

(S

/Yard stacking
arrangement is
made according to
shipping line. Yard

housekeeping is
made after gate

~

\closure. /

Export Bookings are

created in TOS to

=)

facilitate entry permits.

vsl’s arrival.

"l

Lines loading on a
particular vessel needs to
send their load list
separately (full & Empty)

in coparn. 72 hours before

~

)

(&

Prestow instructions
must be received
from shipping lines
(MOVINS), 72 hours
prior to ETA.

)

Daily gate-in report shall be sent to
the lines involve. S/L submits final

customs release for MTY’s while
shippers submit for full units.
Shippers must also settle CDI’s

kbefore vessel’s arrival.

~

)

Deliverables to vessel operator & Agency.

Export Baplie files
(final at departure)

=)

Special list
(Arrival &
departure),
Restow (arrival &
departure), T/S.

(&

~

)

\

l

/Prestow instructions \

must include: Booking
projection (with
Equipment ID,
destination, VGM etc).
Special containers
(such as O0G, IMDG,
Reefers etc), Restow
instructions ( to &
From) in Coparn file.

)

=

Discharge and load
confirmations / List.
Coarri.

1

Terminal Departure Report
(TDR)
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Gate Operations (Full Exports)

Applicable where gate opens 72hrs to vessels arrival.

Forwarder clears with
customs. Shipping line
submits load bookings to
ATSL in Coparn file.

; Forwarder approaches
ATSL gate & shows )

/

Machine operator lifts
containers into stack
upon instructions from
yard supervisors.

\

)

N
l

l checks to be processed.

& N

Pre-gate Transactions:

proof of customs
clearance which is
verified in ICUMS.

o /
s N

Trucker proceeds to in-
gate for container
condition and seal

GPHA Toll is inspected.
\Yard location is advised./

Trucker proceeds to exit gate, EIR issued, and
Trucker exits. Gate-In report on containers
are sent daily to lines in CODECO file.

Public

Pre-gate Transactions:

Invoicing & payment of
exports charges are made
72 hrs prior to vsl. arrival.
Entry permit issued and
valid for 24hours. Entry
permit for units from
ICDs shall be printed at
the gate for drivers..

l

Gate opens 24/7
except public
holidays.
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Empty Containers Return- Export

/Booking projection \

details are provided Trucker proceeds to
by shipping lines mmmm) | in-gate with EIR. Trucker proceeds to
. Y . p.p . . .\ ) yard for off-loading
indicating type size, Condition of the o e e
gty, POD etc. Empty container noted in p tg .

instr ns.
seals are deposited to TOS by gate clerks. structions

ATSL vessel Supt.
\ Y, \ )

Trucker proceeds to out-
gate, picks EIR and exit.

Import Delivery to ICD

Approved CMR of Shipping line submits GPHA confirms
ICD is assigned in ) Discharge declaration / =) | gischarge declaration in
TOS. ICL to ATSL via ICUMS. ICUMS & submit to

customs for approval.

|

Trucker continues to Identified ICD Truck ‘

CY, container is loaded approaches ATSL in Tally r‘eport B

unto truck by yard < gate & Trucker shows |z Sme'tte_d 12 E s
sup. instruction and GPHA Pass ID. by ATSL in ICUMS

goes through scanner.

l

EIR is issued at the exit gate. ICD must
ensure ATSL payment receipt of quay- to
-stack (lift-on + transportation) charges
from consignee before delivery.

J

Public



Direct Import Delivery to Consignee (CFS)

~

fShipping line submits EDO
to ATSL via ICUMS.
Customs house agent
request for service via
ICUMS prior to delivery
date.

)

/Trucker/ Driver moves to\

yard location as directed
by gate clerk, gives permit
to yard clerk, pick up
cargo & signs permit for
trucker driver after

\condition recordings. /

l

-

area. Agent arranges with

is deployed where applicable.

N

Trucker proceeds to examination

customs for examination where
applicable. Labour or equipment

~

/

Daily reports are
circulated.

-

~

/CS / Waybill clerk extract
bookings for yard & Field
supervisors (0730hrs &
1200hrs), for planning of
equipment & labour.

- J

~

Gate supervisor receives
entry permit & license
from trucker, submit to
gate clerk who takes
details and stamps permit

/Custom house agent \

approaches CS / Waybill
clerk to verify ID with the
EDO details. Applicable
charges are raised by
invoicing clerk, vetted by

bank counter.

\for trucker. /

/Activities are captured in
TOS by CFS supervisor.
Supplementary invoice is
issued by the invoicing
desk, vetted by Accounts
and paid at counter where
applicable.

\_

~

)

Trucker proceeds to exit gate, gives
permit to gate clerk. Security records /

checks are made (CS, Accounts, CFS sup.

& Utilized stamps must all be present).

accounts, and paid at

Entry Permit is issued to
Agent for trucker to

proceed to ATSL in- gate
within 24hrs.

/CS / Wayhbill clerk checks\

payment receipt and
issues Wayhbill to agent.
Agent secures delivery
allowed with customs in
ICUMS and return with a
stamped copy of the
Waybill (UTILIZED)

o
v

CS / Wayhbill clerk checks
DA in ICUMS and stamps
the Waybill after

confirmation of release.

)
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Direct Export Receipt from Shipper

Container arrives at ATSL
without booking.

(FULL and SEALED)

A confirmed load list is
forwarded to ops.
department with a
copy to shipping line(s)
by CS Clerk.

Email Addresses

Operations Manager:

Gate Operations:

Yard Operations:

Vessel Operations:

Customer Service & Gate Pass: ghtkd.customer.dg@yilport.com

)

\_

atsl.vesselops.dg@yilport.com

/Gate—ln process with \

TOS is made (checking
condition, waybill & seal
nos). Gate clerk does
condition of container
and enters truck details.

- /

/Forwarder approaches CS\

counter to fulfil ATSL
requirements (Invoice
Payment, shipping note &
Customs release with
UTILIZED stamp on B.O.E.
and also UCUMS release.

richmond.adjeiappiah@yilport.com

atsl.gateops.dg@yilport.com

atsl.yardops.dg@yilport.com

/

/Container goesona \

weigh bridge process
and offloads into stack.
Empty truck goes on
weighbridge again &
exit with printed EIR.

N y
L

Load list is received
from Shipping line
(72hours of vessel’s
arrival)




