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 A-BOX INFORMATION 

 

 

Merchandise, daily work, transfers, trade-ins, repairs and other correspondence are 

regularly shipped between the stores and SMC in a box (usually a large gray plastic tub) 

referred to as an "A-BOX." 

 

 Stores send an A-box to, and receive an A-box from, SMC on the same 

designated day each week.   

 

A) The Returns department at SMC must be notified by 3:00 p.m. if an A-Box is 

not being sent by the store on the store's designated day.   

 

B) The Distribution and Loss Prevention departments must be notified if an A- 

          Box is not received in-store on its designated day. 

 

 During peak selling seasons (i.e. Mothers Day, Christmas, etc.), additional 

shipments may be made to some stores. 

 

 Each store should have, and use, a controlled, locked area (drawer, safe, etc.) for 

storage of items to be included in the next A-Box shipment. 

 

 An A-Box is kept secure during the day in the safe until all of the merchandise in 

it has been properly received and removed. 

 

 A-box delivery is usually done through UPS.  In special circumstances, a private 

security courier is used after the store is notified in advance.   
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 SHIPPING MANIFEST 

 

 (Completed by Stores) 

 
In order to ensure that no merchandise or paperwork is lost, store associates must complete a 

SHIPPING MANIFEST for all A-box shipments. 

 

Pictured below is an accurately completed store Shipping Manifest. 

 
. 

1) Store number. 

2) Name of the Carrier & Weight of 

the package 

3) Date of the A-Box Pick Up  

4) Name of the associate & 

employee number preparing the 

manifest. 

5) The date of each daily work bag 

being sent (the entire week's  

 worth should be included). 

6) Repair numbers of current  

 repair jobs being sent.   

 Remember to complete the  

 Repair Log! 

7) Repair number of old repairs (in 

the store over six months) being 

sent back. 

8) Store-to-store transfers -   

A) Sending store number  

B) Receiving store 

number   

C) Transfer number 

9) Separately list each piece of  

 mail being sent with name of  

 person or department. 

10) Transfer numbers of jewelry  

 items) being transferred to  

 SMC. 

11) Return/trade-in numbers for 

each form being sent. Remember 

to complete the Return/Trade-In 

Log! 

12) Each A-box needs four seals to  

 be properly closed.  List the  

 seal numbers here. 

13) Signature of associate who is 

sealing the A-Box. 

14) SMC use only - Signature of  

 SMC employee who opens A-  

 box. 

15) Number of manifest pages. 

 

 

12345 

 1 
3 

2 
4

3 5 

6 

7 

8 

9 

10 

11 

12 
13 

14 

15 

UPS 
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INSTRUCTION FOR PREPARING & SHIPPING AN 

“A” BOX TO SMC USING UPS 

 
Pick Up & Delivery Schedule 

Most weeks, each store has an “A” box picked up and an “A” box delivered on the same day; 

Wednesday, Thursday, or Friday (see sample schedule on page 10).  A few weeks during the year, 

an advance notice will be sent to the store that there will be no UPS delivery or pick up during the 

week.   Except on one of these weeks, an “A” box must be sent to SMC on the store’s scheduled UPS 

pick up/delivery day (see detailed procedure on page 7).  

 

 

Obtaining The UPS Shipping Label 

Each week, on the day before the UPS pick up/delivery, a store must request a printed UPS Shipping 

label for the outgoing “A” box to be sent the next day.  This is done on the day before the UPS pick up by 

completing a Shipping Manifest form that includes the contents, weight of the box with the contents, and 

the seal numbers.  The yellow seals should be locked onto the “A” box and then the Shipping Manifest 

form faxed to (310) 846-6318.   

 

Wednesday Stores - Fax the completed Manifest form on TUESDAY before store closes.  

Thursday Stores - Fax the completed Manifest form on WEDNESDAY before store closes.  

Friday Stores - Fax the completed Manifest form on THURSDAY before store closes.   

 

 

On The Day Before The UPS Pick Up Day - Pack & Seal Contents Into “A” Box  

1.  All merchandise must be packed as normal, i.e., one transfer and accompanying merchandise in 

each clear zip lock plastic bag (9 x 12”), all Merchandise Return Forms together in a single clear 

zip lock plastic bag (9” x 12”), etc.   

 

2.  Complete the Shipping Manifest (see sample on page 2).  Verify that every item in the “A” box is 

listed in the appropriate area on the Shipping Manifest form.  

 

3.  Sign your name and write your employee number at the bottom of the form. 

  

4.  Get four “A” Box seals and write the four seal numbers on the Shipping Manifest form in the 

appropriate spaces at the bottom of the form. 
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INSTRUCTION FOR PREPARING & SHIPPING 

AN “A” BOX TO SMC USING UPS 

(Cont.) 
 

Steps To Request A UPS Shipping Label For The “A” Box 

1.  After verifying that every item in the “A” Box is listed in the correct area on the Shipping Manifest 

Form: 

a) Place the large plastic ‘tub liner’ (plastic bag) into the “A” Box, and 

 

b) Place all items inside the large plastic ‘tub liner’ bag, and 

 

 

 

 

 

 

 

c) Wrap the large tub liner bag around the merchandise so it will 

be impossible to see what’s inside the ‘tub liner’ bag without 

opening it.  Do not seal the tub liner bags in any manner 

because they are to be re-used; and 

 

                          

  

 

d) Close and lock the “A” Box with the 4 seals that are listed on the Shipping Manifest: 

&  

(d) Weigh the “A” Box on the store scale and write the weight on the Shipping Manifest 

form. 

 

2.  REQUEST A UPS LABEL FOR THIS “A” BOX FROM SMC BY FAXING THE 

COMPLETED SHIPPING MANIFEST FORM TO SMC FAX (310) 846-6318.                         

      

(a) The Shipping Manifest form should be faxed immediately after writing the weight onto it. 

(b)  In order to get the UPS Label for this “A” Box, the completed Shipping Manifest form 

MUST BE FAXED TO (310) 846-6318 BEFORE THE END OF BUSINESS ON THE 

DAY BEFORE UPS IS SCHEDULED TO PICK IT UP.  An A-box pick-up and delivery 

schedule can be obtained from the Distribution department (see sample UPS store schedule 

on page 11).  

 

3.  Attach a shipping envelope to the top of the “A” Box and insert the 

     white and yellow copies of the completed Shipping Manifest form  

      

4.  IMPORTANT:  File the pink manifest copy in the Transfer drawer File 

5.   
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INSTRUCTION FOR PREPARING & SHIPPING 

AN “A” BOX TO SMC USING UPS 

(Cont.) 
 

Obtain Shipping Label & Steps For Giving “A” Box To UPS Person 

The UPS SHIPPING LABEL WILL PRINT from the store’s fax machine by 10:00a.m.the next 

morning after it is requested.  A total of 2 pages will print.                                                                 

                                   

1.    First Page will be the Shipping Label.  PUT THIS LABEL INTO THE SHIPPING ENVELOPE 

ON TOP OF THE “A” BOX THAT CONTAINS THE SHIPPING MANIFEST (see below). 

 

2.  Second Page is the Shipment Receipt form.   

   

(a)  The UPS person must sign this page before taking the “A” Box. 

 

(b)  Immediately staple this form to the pink copy of the Shipping Manifest form for this 

shipment that was placed in the Transfer Drawer, File Number 5 the day before.   

 

(c)  This signed receipt is required in order for a claim to be filed if the “A” Box is lost or 

anything is stolen from it. 

 

 

 

SMC address here 

Your store 
address here 
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SMC SET INSURED VALUE FOR SHIPMENTS  

 

Campus Ship UPS USPS Fed- Ex

Trunks $5,000

Trunk Replenishment $1,000 $1,000

A-Boxes $1,000 $1,000

Web Orders
Signature Required

If over $100 cost

Vendor Shipments to 

New York

New York Insure all

pack for $1,000

Non-New York 

Vendors 
$0 - $1,000

Loose Diamonds to 

Vendor
Up to $1,000 up to $5,000

Loose Diamonds to 

Stores
up to $1,000

Overnight Documents

Via UPS:
More than $10,000- needs to get SANDRA'S APPROVAL
before shipping

Via FED-EX:
-$1,000 to $25,000- FED-EX 2nd day leaving SMC no later 
than Wednesday
-$25,000 to $50,000- FED-EX overnight leaving SMC no later 
than Thursday
-More than $50,000- Break it down into mulitiple packages
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A-BOX PREPARATION 
 

 

A-boxes are to be prepared the day before they are scheduled to be picked up by UPS.   

 

The following procedures are to be followed when preparing an A-Box. 

 
The day before the scheduled A-Box Pick-up: 

 

1. Complete a Shipping Manifest Form including the contents, weight, seal numbers, etc. 

for the A-Box 

2. Fax the Shipping Manifest Form to SMC @ (310) 846-6318 

3. Pack the A-Box using a ‘tub liner’ (plastic bag) and fold the bag over the contents, 

add Pilfer Protector 

4. Put the white and yellow Manifest copy in the A-box 

5. Lock the seals onto the closed A-Box (see sample on the following page) 

6. Put the pink Manifest copy in the transfer drawer (File # 5) 

 

The day of scheduled Pick-up: 

 

1. If the UPS label & Receipt page aren’t faxed by 10AM, store must call SMC Distribution 

at extension 5292   

2. Put the UPS label in the clear pouch on the A-Box 

3. Before the UPS driver takes the A-Box, make sure this person: 

a. Scans the label on the A-Box 

b. Signs the Receipt page. 

4. Staple signed receipt on the pink Manifest copy in the transfer drawer 

5. UPS should deliver the SMC A-Box by 7:30PM.  If this doesn’t happen, immediately call 

SMC (ext.- 5669) and report this 

  

THE SMC A-BOX MUST BE CHECKED IN, ANY ERRORS REPORTED TO BOTH 

DISTRIBUTION (EXT – 5669) & LOSS PREVENTION (EXT – 5622), AND THE SHIPPING 

MANIFEST SIGNED AND FAXED TO (310) 665-2161 NO MORE THAN 24 HOURS AFTER 

IT IS RECEIVED. 

 

 

An open A-Box containing merchandise should never be left unattended.  If  

A-box preparation is interrupted, the A-box must be stored in the  

safe until the store associate is ready to finish preparing it.   
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This is a new blue heavy-duty 
seal to use on A-Boxes.  Use 
one blue and one white on 
each side of the A-Box. (Use 
only white seals for boxes 
sent back via FUSCO.  
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A-BOX UPS PICK UP PROCEDURES 

 
 
On The Day Of Pick -Up 
 
On the day of each week that your store sends an A-box to SMC, the following procedures should 

always be followed: 

 

1. WHEN YOU SEE A UPS DRIVER, HE MUST TAKE YOUR A-BOX.  You should not 

agree to hold it for another driver OR until he comes back later to get it.  Tell him this is a 

SCHEDULED ‘RETURN SHIPMENT’ and insist that he take it. 

 

2. THE DRIVER MUST SCAN THE UPS LABEL ON THE A-BOX AND SIGN YOUR 

RECEIPT.    

 

3. A UPS DRIVER SHOULD HAVE PICKED UP YOUR A-BOX BY 4:00PM.   

 

a. If this has not happened by 4:00PM: 

1) Call the UPS Customer Preferred Line at (800) 377-4877; and 

2) Tell them your account number, XX7-679; and  

3) Tell them that the UPS driver has not been to your store; and 

4) That today you have a “SCHEDULED DELIVERY” and a “RETURN 

PACKAGE”; and 

5) Find out what is the latest time that the driver will show up with your 

SCHEDULED DELIVERY and to pick up your RETURN PACKAGE; and 

6) Get the name/operator number of the person that gives you this information. 

 

b. If UPS is not at your store by the latest time you were told, call the UPS Customer 

Preferred Line again.   

1) Tell them that you need a driver to come to your store before you close; and 

2) Get the name of the person you are speaking with; and 

3) If they refuse or you have any other problems, call L.P. Manager Cary Straus 

at (818) 383-6400.              
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UPS SHIPMENT RECEIPT FORM 
 

 

Pictured below is a sample UPS Shipping Receipt. 

 

 

 
 

 

 

 

 

 

 

NOTE: 

UPS Driver 

signs here 
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PICK UP AND DELIVERY SCHEDULE  

 
Pictured below is a sample UPS Delivery Schedule. 

 

Store# Store Name

PREPARE A-

BOX & FAX 

MANIFEST 

TO SMC

UPS WILL 

PICK UP AND 

DELIVER THE  

'A' BOXES 

WED. THURS

TUES. WED

TUES. WED

MON. TUES

MON. TUES Column 1- has the store numbers.

MON. TUES Column 2 - has the city name of each store. 

WED. THURS Column 3- has the weekday the store should prepare its 

WED. THURS A-box and fax the completed Manifest to (310) 846-6318.

MON. TUES Column 4 - has the weekday when UPS will pick up the A-Box 

TUES. WED and deliver an A-Box from SMC.

MON. TUES

TUES. WED

TUES. WED

MON. TUES

MON. TUES

MON. TUES

WED. THURS

MON. TUES

TUES. WED

MON. TUES UPS SHIPPING INSTRUCTIONS
TUES. WED

MON. TUES ON DAY TO PREPARE A-BOX - COLUMN 3 
MON. TUES 1.  Complete Shipping Manifest form including seal # and weight.

TUES. WED 2.  Put all zip lock bags with merch or paperwork into A-Box  

TUES. WED with a tub liner & fold the liner bag so it covers the contents.

MON. TUES 3.  Close and seal A-Box.

TUES. WED 4.  Fax the Manifest to SMC @  (310) 846-6318

MON. TUES 5.  Put the White/Yellow Manifest copy into the clear pouch 

MON. TUES on top of the A-Box where the Shipping Label will be put.

WED. THURS 6.  Put the Pink Manifest copy into file # 5 in your Transfer Drawer.

TUES. WED

MON. TUES ON DAY UPS PICK UPS & DELIVERS - COLUMN 4
TUES. WED 1.  Get UPS Shipping Label and the two copies of 

TUES. WED the 2 page UPS Shipment receipt from fax machine.  

WED. THURS 2.  Fold the UPS Shipping Label and put it into the clear plastic  

WED. THURS pouch that is on the A-Box & contains the Shipping Manifest form.

MON. TUES 3.  Make sure the UPS driver signs the two page receipts.  

MON. TUES 4.  Staple one of the 2 page receipts to your Shipping Manifest

WED. THURS pink copy for this A-Box that is in file # 5 of your Transfer drawer.

MON. TUES 5.  Give other 2 page receipt to UPS driver with A-Box.

WED. THURS

MON. TUES

WED. THURS

MON. TUES

MON. TUES

WED. THURS

WED. THURS

WED. THURS

WED. THURS

WED. THURS

WED. THURS

MON. TUES

TUES. WED

MON. TUES

TUES. WED

WED. THURS
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A-BOX RECEIVING 

 

 
A-boxes should be opened and processed within 24 hours after receipt.  Therefore, managers 

should ensure appropriate staff in their store for the day the A-Box delivery is received. 

 

The following procedures are to be followed when emptying and processing an A-Box. 

 

1) Confirm that A-Box is addressed to the correct store (check Manifest, etc.) 

 

2) A-boxes come from SMC accompanied by a completed SMC Shipping Manifest (see example, 

following page).  Confirm that each transfer, repair and other miscellaneous merchandise 

noted on the shipping manifest is actually included in the A-Box and confirm that there are 

no additional transfers, repairs or loose merchandise in the A-box.   

 

3) Check off each item individually by SKU against the transfers to confirm that there are no 

overages or shortages. 

 

4) When verification is complete, the associate(s) who did the verification should sign and 

write their store number at the bottom of the SMC Shipping Manifest or transfer. 

 

5) Once new merchandise is checked in, it should be added to the appropriate display cases 

right away.  Remember to list the item(s) on the case counts! 

 

6) If an item is removed from an A-Box and immediately sold, the selling associate must (1) 

Initial the transfer next to the removed item and, if a case counted item, (2) write SKU and 

sale information on the case count. 

 

7) ALL A-BOX DISCREPANCIES ARE TO BE IMMEDIATELY REPORTED BY PHONE TO 

THE DISTRIBUTION (ext 5669) AND LOSS PREVENTION (ext 5632) DEPARTMENTS AT 

SMC.  Be alert!  Occasionally SMC conducts a quality control check and intentionally places 

a wrong item in a store's A-Box to see if it is discovered and properly reported. 

 

8) Once the A-box is checked in, the associate signs and writes the store number at the bottom 

of each transfer. The white copy is sent back to SMC in next A-box and the yellow copy gets 

filed in the appropriate folder (File 7-18) in the Transfer Maintenance drawer.   

 

An A-Box containing merchandise should never be left unattended. 

If A-Box receiving is interrupted, the A-Box must be stored in the 

safe until the store associate is ready to finish receiving it. 
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SHIPPING MANIFEST 
 (Completed by SMC) 
 

 

In order to ensure that no merchandise or paperwork is lost, all A-Box shipments arrive in stores 

accompanied by an SMC SHIPPING MANIFEST. 

 

Pictured below is a sample SMC Shipping Manifest. 
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SMC VAULT RECEIVING PROCEDURES 
 

 

When a shipment is received by public carrier (UPS, FedEx, etc.) certain procedures must be 

followed to keep track of each item until it is delivered to the designated employee or, if it is a 

merchandise shipment, entered into inventory. 

 

PROCEDURES WHEN SHIPMENT ARRIVES AT BUILDING 

 

1. Two designated employees go to the delivery truck, agree on the number of boxes being 

received, and sign for the boxes after verifying that the number being signed for is correct. 

 The boxes should be placed on a cart and counted to ensure that no box is accidentally left 

outside or in the garage. 

 

2. Enter the date and the number of boxes counted by each employee on the receiving log (see 

sample on p. 14 of this chapter). 

 

3. A keyrec (see sample on p. 15 of this chapter) is immediately completed for each box by the 

receiving employee that signed for the boxes.  This employee then lists the keyrec numbers 

assigned to every box in this shipment onto the receiving log, writes the total number of 

keyrecs issued, and verifies that the number of keyrec and the number of boxes received 

are the same. 

 

4. The boxes containing merchandise to be put into inventory and their keyrecs are then given 

to the employee designated as the counter.  The counter should sign and date each keyrec 

ticket in the keyrec book that the counter receives. 

 

5. The receiving employee then delivers each remaining non-merchandise box to the 

employee that it is addressed to and that employee signs the white keyrec ticket in the 

keyrec book that has the number that is attached to the box being received. 
 

6. The receiving employee is responsible for each box in a shipment until it has been given to 

someone that has signed the keyrec book ticket that is attached to the box. 

 

6. Before the end of the receiving employee’s shift, the Vault Manager will verify that each 

received box has been properly accounted for and accurately entered into the 

KEYREC and receiving log.
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SMC RECEIVING LOG 

 
Pictured below is a sample SMC Receiving Log. 

 

SMC Receiving Log

Date U
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KeyRec

Written By
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By
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SMC KEYREC  
 

Pictured below is a sample SMC Keyrec. 

 

 


