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	Domestic Linehaul Trip Payment Policy     Owner/ Department: IBU – UAE Operations
	Title of Policy
Owner/ Department: ___________



	Purpose
	The purpose of this policy is to establish a clear and controlled process for recording, verifying, approving, and paying domestic linehaul trips performed by couriers between DXB URO Hub and AAN/RAK Stations.
This policy ensures that:
· All eligible linehaul movements are properly documented.
· Each trip is supported by a UAE Manifest.
· Linehaul trips are accurately recorded by the Station Agent.
· Payments are made only for completed and verified trips.
· Monthly payments are properly reconciled and approved before being submitted to HR.

	Scope
	This policy applies to couriers assigned to perform domestic linehaul movements between:
· DXB URO Hub ↔ AAN Station
· DXB URO Hub ↔ RAK Station
A courier assigned to AAN Station will perform the AAN linehaul movement, while a courier assigned to RAK Station will perform the RAK linehaul movement.
A courier assigned to one station shall not be assigned to perform the linehaul for the other station under this process.

	Linehaul Payment Structure
	The approved payment rate is AED 30 per completed one-way movement.
DXB URO Hub → AAN or RAK Station AED 30
AAN or RAK Station → DXB URO Hub AED 30
Complete DXB → AAN or RAK → DXB cycle AED 60

	Roles and Responsibilities
	Linehaul Courier - Complete assigned linehaul movement, transport shipments safely, perform station delivery route and return shipments to DXB URO Hub.
Station Agent - Create/maintain required Manifest records and record completed trips in the monthly Linehaul Excel Sheet.
Operations Supervisor - Verify monthly records, calculate courier-wise payment and prepare/sign the payment, Memo.
Operations Manager - Review and approve the monthly Linehaul Excel Sheet and Memo.
HR Manager - Verify approved courier payment information and authorize payroll processing.
Managing Director - Provide final management approval as per company authorization requirements.

	Shipment Requirement
	A linehaul trip is payable only when there are shipments being transported as part of the linehaul movement.
· There must be shipments for the linehaul movement.
· A UAE Manifest must be created for the shipment movement.
· If there are no shipments on a particular day, no linehaul payment will be applicable for that day.
· Empty or non-shipment movements are not eligible for the AED 30 linehaul payment.
· A courier cannot claim a linehaul payment solely because he travelled to or from the station.

	Linehaul Operational Process
	The linehaul process shall be as follows:
DXB URO Hub to Station
The assigned courier reports to DXB URO Hub.
The required linehaul shipments for AAN or RAK are prepared and handed over to the courier.
The Station/Hub Agent shall create the UAE Manifest before the courier departs DXB URO Hub.
The UAE Manifest must contain the required shipment, courier, vehicle, date/time and movement information.
The courier transports the shipments from DXB URO Hub to the assigned station.
Upon arrival, the shipments are handed over to the respective station after courier performs the assigned delivery route.
Station to DXB URO Hub
After completing the delivery route, the courier returns to the assigned station.
The courier receives the station's shipments that are required to be transported back to DXB URO Hub.
The required UAE Manifest must be created for the shipment movement.
The courier transports the shipments from the assigned station to DXB URO Hub.
The courier hands over the shipments at DXB URO Hub.

	UAE Manifest
Requirement
	The UAE Manifest is the primary operational document supporting the linehaul movement.
The Agent must create the UAE Manifest before the courier departs DXB URO Hub.
The Manifest should contain, as applicable:
· Date of movement
· Time of departure
· Courier name
· Courier identification/details
· Vehicle number
· Origin
· Destination
· Shipment/AWB details
· Number of shipments
· Signed by each assigned staff.

	Station Linehaul
Trip Recording
	The Station Agent is responsible for recording the completed linehaul movements in the designated monthly Linehaul Trip Excel Sheet.
Each trip must be recorded accurately and should include, at minimum:
· Date
· Time
· Station
· Courier Name
· Vehicle Number
· Origin
· Destination
· Applicable trip amount
· Total daily amount
· Any required remarks
The Station Agent must ensure that the information recorded in the Excel sheet matches the relevant UAE Manifest and actual operational movement.
The Linehaul Trip Excel Sheet shall be maintained throughout the month by the respective Station Agent.
The Station Agent must submit the completed monthly linehaul records to the Operations Supervisor on the 1st working day of every month.

	Operations Supervisor Verification
	Operations Supervisor
Upon receiving the monthly Linehaul Trip Excel Sheet Review the station linehaul records.
Verify courier names and vehicle details.
Verify the number of completed movements.
Verify the applicable AED 30 payment for each movement.
Confirm the total amount payable to each courier.
Sign the verified Linehaul Trip Excel Sheet.
Prepare the monthly Linehaul Payment Memo containing the consolidated payment    details.

	Monthly Linehaul Payment Memo
	The Linehaul Payment Memo shall provide a summary of the monthly linehaul payment requirement.
The Memo should include:
· Month
· Station
· Courier name
· Total Number of outbound & Inbound trips
· Rate per trip
· Total amount payable
The Memo shall clearly identify the total amount payable to each courier.

	Operations Manager Approval
	The following documents shall be reviewed and signed by the Operations Manager:
1. Monthly Linehaul Trip Excel Sheet
2. Monthly Linehaul Payment Memo
The Operations Manager shall confirm that the submitted linehaul payment is operationally justified and supported by the required records.
 The following documents shall be submitted to the HR Manager.

	HR Verification
& Approval
	The HR Manager shall:
Verify the courier information.
Verify the approved linehaul amount.
Confirm that the required Operations approvals are available.
Sign/approve the payment documentation.
Forward the approved payment request to the related dept.

	Courier Payment
	After completion of the required verification and approval process, the approved linehaul amount shall be released to the courier through the monthly salary/payroll.
The amount paid must correspond to the approved monthly Linehaul Trip Excel Sheet and Linehaul Payment Memo.

	Approval Flow
	The complete approval and payment workflow shall be:
Courier completes linehaul movement
↓
UAE Manifest created
↓
Station Agent records trip in Monthly Linehaul Excel
↓
Operations Supervisor verifies & signs
↓
Operations Supervisor prepares Linehaul Payment Memo
↓
Operations Manager reviews & signs Excel + Memo
↓
HR Manager verifies & signs
↓
Managing Director – Final Approval
↓
Payroll Processing
↓
Linehaul Amount Paid to Courier with Monthly Salary
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