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	Missort - Work Instructions
Owner/ Department: IBU - UAE Operations



	Overview
	A mis-sort is a package that arrives at the wrong location & requires corrective routing action

	Person Affected
	Ops Supervisors, Sorters, Operations Agents, Handlers. 

	Instruction
	
Types of Mis-sorts:
· Information on the waybill might have been correct but courier/agent wrote the wrong routing code. 
· Routing code and information on the waybill is correct but was wrongly sorted at the hub and arrived at an incorrect station. 


Handling of Mis-sort:
As soon as a miss-sort is noted, perform the following tasks:

1.	Isolate the shipment from other shipments. 
2.	Perform scans on shipment as mis-sort (apply Stat 18 scan w/ comment)
3.	Check the root cause of mis-sort. 
4.	Inform origin hub/station by email
5.	Correct the routing information on the waybill. 
6.	Handover the shipment to hub with a manifest. 
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