













	
	Brief
	SMSA Express ensures that all outbound shipments accepted from the retail centers for handover with the Operations courier is in accordance with the standard handover
procedures.

	
	

	Purpose
	To provide Retail employees with general guidelines in handing over outbound
shipments to courier for connection.

	Persons Affected
	· Retail Executive: is responsible to follow the steps mentioned in this procedure.
· Retail Supervisors: ensure REs are following this procedure and its guidelines.
· Retail Manager: ensure all REs and Supervisor are fully aware of this policy.
· Courier: responsible for accepting, consolidation, scanning and MPS linking of outbound shipments.

	Guidelines
	
This policy applies to all types of outbound shipments from retail center to be handed over to courier for connection:

Outbound Shipment	Required Scan from RSC
1. Outbound shipments picked-up from RSC which includes:
a. Regular Cash Shipments
b. Regular Account Shipments	Proof-of-Pick Up (PUP)
c. Outbound E-com Shipments	Scan
d. Outbound Smartship Shipments
e. Outbound Mobile App Shipments
f. Non-revenue Shipments
2. Re-routed Shipments	DEX 29 REROUTE REQUESTED Scan
Varies per shipment type,
3. Overdue and Shipments for Return	please refer to Undelivered
Overdue HAL Shipments
Return Process Policy
DEX07-8 Shpt Refuse By
4. Refused Shipments		Recipient Scan DEX07-6 CNEE Rqst To Open
Before POD Scan
5. Damaged Shipments	STAT 37 OBSERVED PACKAGE DAMAGE Scan
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Procedure:

1. Retail Executive, after completing the appropriate scan, should place all shipments to be connected in the outbound shipments area, separating the shipments for:
a. Regular Outbound Shipments
b. Overdue & Shipments for Return
c. Shipments for Re-route
d. Refused and Damaged Shipments

2. Using the handheld tracker or CORE ILS screen, Courier will log in using his  own username and password.
3. Selects the Retail To Ops PUP Scan
4. Courier to start physically scanning the shipment/s one by one.
5. Inspects all shipments while scanning for intactness and damages.
6. Checks high-value shipments for the tag number matched on what is recorded in the AWB and with no proof of tampering.
7. Save all scanned shipments to reflect on the CORE ILS system as accepted shipment.
8. Link manually prepared multiple-piece-shipment/s (MPS) to its master AWB.
9. Pack and consolidate shipments for vehicle loading and connection.

Any noticed shipment damages and unacceptable tampering should be reported by the courier who can be reasonable for unacceptance and in case of being accepted, shipment detail must be recorded in the comment section of the Retail-to-Ops Scan.

In case of system failure and no connectivity, Retail Executive can use the manual written handover manifest form to hand over shipments to Courier.
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