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	Company Stamp Management & 
Control Guidelines  
Owner/ Department: IBU – UAE, HRA



	Brief
	It is the policy of company to provide guidelines for proper usage and control of company stamp for the employees who are associated with the company.

	Purpose
	1. To standardize the management and control of company stamp through this guidelines;
2. To secure proper usage of the company stamp; and
3. To comply with government regulations

	Scope
	Covers All SMSA UAE-IBU Department

	Responsibilities
	It is the responsibility of the designated/ authorized person in each department for the use and control for the company stamp.

	Guidelines


	 Company Stamp
It is a mandatory requirement for each legal entity in UAE to have a company stamp as per the UAE Economic Department.
1.1 Company stamp must be kept locked in a safe place for security purposes and should not be left unattended on accessible area.
1.2 The accountable Manager /Supervisor of every department are responsible for ensuring the proper usage and control of company stamp.
1.3 Company Stamp needs to be available for emergency purposes while the usual keeper is out of the office, it should be leave with trusted employee. This arrangement can be made even stronger with signed orders that the stamp may only be used for matters specifically mentioned or separately confirmed, and any use must be recorded in a ledger. In this way a company may share it’s liability with third parties, and still have the benefit of being able to act if and when necessary. 
1.4 Company stamp must be handled with care at all times to avoid damage.
1.5 In case loss of company stamp, it should be reported immediately to Country General Manager and will be subject for investigation and the cost for stamp replacement will be recovered from the department head.
1.6 In case of resignation or the keeper/department head leaves in the company proper handover should be done with a black and white documents stating that the custody of Company stamp was transferred.
1.7 Unauthorized use or any claims arising out of misusage of the company stamp will be subject for disciplinary action and legal action against for the keeper will be imposed.
1.8 Stamp should approved by Country General Manager. 
1.9 Official design /layouts should be similar across all departments.
1.10 Control Number given  to specific assigned department and the specifications  as follows:
· Ink color for all the stamp is BLUE.
· Size will be 4.5 centimeter (length ) and 3 centimeter (height)

· Stamp is rubberized 

Standard Company Stamp , signatories and Scope by Department
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Control No.

Department

1

Corporate

Authorized Signatory

Country General Manger

Designated Keeper

Country General Manager

Use for intended/ specific purpose:

All external documents that requires CGM signature are accompanied by Corporate Stamp. 
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Control No.

Department

2

Operations

Authorized Signatory

Operations Manger

Designated Keeper

Manager Operations
HGL Supervisor
 Station Supervisor

Use for intended/ specific purpose:

1. Letters issued under Operations Manager 
2. Attestation on Employee of the month appreciation letter.  
3. Invoice / Statement acknowledgement and verification for payments on behalf of Operations.  
4. Gate passes book, Sharjah BOE any urgent documents for   police or customs and entry gate passes for delivery inside JAFZA
5. Entry gate passes for delivery inside JAFZA
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Control No.

Department

3

Sales

Authorized Signatory

Industry Manger

Designated Keeper

Industry Manger

Use for intended/ specific purpose:

Official documents received by any   department internal to acknowledge receipt  of the documents and customer contracts.

 [image: image4.png]SMSA Zxpress Transporiation LLC
Cutei, UAE q





Control No.

Department

4

Finance

Authorized Signatory

Finance Manger

Designated Keeper

Manager Finance
AR Support Executive
Accountant/ Purchasing Officer

Use for intended/ specific purpose:

1. Govt Filing - Empost GPA
2. Bank Letters and Application Forms
3. Audit Related Documents 
4. Emp Bal. Confirmation on Comp Letterhead
5. Supplier Bal Confirmations on Comp Letterhead
6. Bank Bal. Confirmations on Comp Letterhead
7. Vendor Contracts and Agreements
8. Vendor Invoices
9. Expense Claim Forms
10. Customer Invoices – Hard copies
11. Customer Bal. Confirmations on Comp Letterhead
12. Rental Contracts
13. Project related Purchase Orders

 [image: image5.png]STTowl,

Express

BB SR g S L
'SMSA Express Transportation L.L.C
Dubai - UA.E.





Control No.

Department

5

Human Resources

Authorized Signatory

Supervisor - HRA

Designated Keeper

Supervisor - HRA

Use for intended/ specific purpose:

Salary transfer , salary certificates and    administration related documents (i.e. request for fuel cards, and any internal and external          administration related   documents)
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Control No.

Department

6

JAFZA

Authorized Signatory

Manager Freight
Manager- Hub, Gateway & Line Haul

Designated Keeper

Manager Freight
Manager- Hub, Gateway & Line Haul

Use for intended/ specific purpose:

Daily Cargo Manifest   
  Stamping and on other official customs and   communication letter  



	General
	Any exception to this policy must be approved by the Managing Director.
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