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	    Cash Collection Business Rule
Owner/Department: IBU-UAE, SMSA Service Center (SSC)



	Overview
	All SSC staff receiving cash for the cash-shipments should handle it very carefully and remit the same timely to the bill collector/finance/bank etc. 

	Purpose
	To control company’s cash 

	Person Affected
	All SSC executives receiving cash from customers. 

	Responsibilities
	· Department managers should ensure that staff handles cash in most appropriate manner.
· SSC executives remits cash timely 
· It is the prime responsibility of SSC executives than they should handle and remit cash in the most proficient manner. 

	Rule
	· All cash revenue including cash sales, custom duty payments, weight difference charges, change of services and ODA charges should be remitted / deposited promptly without delays within the specified compliance period.

· Uncollected cash revenues in the main metros should be reported immediately to the SSC supervisor or SSC manager for proper coordination with finance collection department.

· All cash revenues should be recorded in the cash manifest and promptly submitted to cash collectors.

· Cash revenues generated in the remote locations should be recorded in cash manifests that should be subsequently forwarded to Finance collection departments along with the bank deposit slips.

· All cash revenue generated in the main metros where cash collectors are available should be remitted within 24 hours, while cash revenues generated in the remote SSC locations should be remitted within the remittance period specified by Finance department.

· Unremitted cash revenues intentionally or otherwise will be subjected for QRM investigation.

· SSC employees who will be proven to have failed to comply in the cash collection business rules based on the QRM investigation will be served with a disciplinary action or will be subjected for termination of the employment contract depending on the gravity of the offense as per SMSA's policy on dishonesty and the UAE Labor Law.
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