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	                         MSNR OPERATIONS REPORTING WORK INSTRUCTIONS
                                      UAE IBU- OPERATIONS



	[bookmark: _GoBack]Overview
	To standardize a procedure on the action to be taken, for Missing Shipment Notification Report (MSNR) reporting in Operations Department

	Responsibility
	OPS Agent/Supervisor/Manager: in charge of MSNR preparation and accuracy of given information.
Service Quality Administrator: responsible for the checking of MSNR’s completeness.


	Person Affected
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Operations Agent/Supervisor/Manager, Service Quality Administrator

	Instruction
	Following steps to be followed when accomplishing a MSNR Form

· MSNR forms will be filled up once missing shipments are identified through
 (1. Versus Reports, 2. Incident Reports (Stolen/Theft), 3. PAR Report)
· Operations Supervisor / Manager to accomplish the MSNR Form and properly identify the personnel accountable for such losses, he then submits it to Service Quality Administrator for processing
· Service Assurance Specialist to determine and ascertain the completeness of information, CORE scans and accountable personnel name and employee number, rejection will be returned to Ops Supervisor/Manager.
· Approved MSNRs will then be submitted to Customer Service Department for claims processing
 






oleObject1.bin
Missing Shipment discovered in a location through; 1. Versus Reports 2. Incidents Reports , 3. PAR Reports


Processing of MSNR;
To be done by OPS Agent or Supervisor and Reviewed by OPS Manager


Service Quality Administrator checks the completeness of information, CORE scans and accountable personnel.


SQA decides to proceed or not


SQA Submits the MSNR to Customer Service Department for initiating the claim process.


Return the MSNR to Operations Supervisor/Manager 


YES


NO
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