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	SSC Routine Visits Policy                       
Owner/ Department: IBU-UAE, SMSA Service Center(SSC)



	Brief
	SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  aims to provide distinguished services through its SSCs centers.

	Purpose
	Ensure policies and procedures are followed.

Ensure of compliance of policies and procedures by Respective members.
Minimize the gap between the management and the front line staff.

	Responsibilities
	1. SSC Supervisor XE "Retail Supervisor (RS): SMSA Express employee who directly supervise Retail Executives in number of retails"  is responsible to visit SSCs under his  area of responsibility 
2. SSC Manager is responsible to visit SSCs within his country.

	Guidelines/ Procedure

	Supervisor - SSC 
1. Should visit one SSC daily within the city where his office is based. In and out should be registered on log sheet or (biometric system where available).
2. Monthly minimum 1 Routine Visit Report per SSC within the city should be completed by conducting actual checks and true scoring. The routine visits in SSCs in remote areas and far cities have to be conducted in consultation with SSC Manager based on the business requirements.  Action required and the scoring on each aspect to be explained to the REs and acknowledgement should be obtained.  Open tickets for support required and follow ups to be made for action.  Copy of RVR should be emailed within three (3) working days to RM. Soft copy should be saved on Co. laptop in each SSC a folder to be created on D drive with the name RVR and each report copy with file name RVR (date) should be saved.
3. Ensure that the SSC Policies and Procedures are followed.
SSC Manager :
1. Each SSC in the city should be visited minimum once in three months.  The SSCs visits in remote areas and far cities have to be conducted in consultation with CGM based on the business requirements.
2.  Minimum 1 RVR per SSCs which are visited during the year should be made and sent within three (3) working days to the CGM after each visit through email, share the soft copies with SSC and respective SSC Supervisor, Follow up and make sure action recommended are completed. Soft copy should be saved on the company laptop.
3. Ensure that the SSC Policies & Procedures are followed.

Refer Routine Visit SSC Check list for complete guidelines. 
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