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		  Owner/ Department:  IBU – UAE Operations
	OVERVIEW
	The internal delivery freelance was initiated to support in the delivery of shipments. SMSA employees are the only people allowed to register in it.

	PERSON AFFECTED
	Stations Supervisor, Operations Manager and SMSA employees involved in the program.

	
INSTRUCTIONS
	
The program is developed to support the couriers in seasonal campaigns and overload of stations. Below instructions will guide the freelancers on the work process;

1. Freelancers should register using the freelance registration form with HR.
2. Freelancers should get approval from OPS department and HR on completing the registration.
3. Freelancers should download the courier android app on their android mobiles by the help of IT department.
4. Freelancers should get a courier access from IT department to enable them to apply delivery and exceptions scans.
5. Freelancers should collect the shipments from the station in coordination with the station agents.
6. Freelancers should use their personal vehicles and mobiles for delivery.
7. Freelancers should not allow anyone to use their Employee ID.
8. Freelancers should return undelivered shipments back to the station on-time & should not take it home.
9. Freelancers should wear their employee ID while delivering the shipments.
10. Freelancers should ensure the safety of the shipments and avoid damages or losses.
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