	[image: official smsa logo en.png]

	Station Outbound Operations 
Work Instructions
Owner/ Department: IBU – UAE, Operations



	Overview
	Operations Manager must assign specific Senior Couriers, Station Agents and Dispatchers & Ops Supervisor (for monitoring) to receiving positions to receive the shipments in the most efficient manner.

	Person Affected
	Couriers, Station Agents, Ops Supervisor, Dispatchers, Operations Manager and SMSA employees involved in the receiving of shipments in station. 

	Instructions
	Responsibilities:
Operations Manager: liaises with the Ops Supervisor, Dispatchers, Station Agents & Senior Couriers in receiving and scanning of outbound shipments received in the station.

Outbound Packages Receiving:
Couriers: 
· Will offload their shipments from vehicle.
· REX scan is performed by all Couriers, only if needed to re-weigh the shipment (Dim weight vs. Actual weight).
· Couriers will hand over their outbound shipments to the Station Agents.
Others: 
· Store to Door
· 3rd Party Vendors
· SMSA Service Center (SSC)
· Logistics, etc.
Station Agents: 
· All outbound shipments received from Couriers, SSC’s, S2D, TP, Logistics etc.
· Station Agents will prepare CONS to all outbound shipments.
· Apply SOP scan into master CONS and enter comment 
(Shipments handed over to Hub).
 Process OB Shipments to Hub as follows:
· Prepare Station to Hub Manifest with the CONS full details.
· Forward all shipments to Hub along with master CONS.
· Run Versus Report (PUP vs. SOP & SOP vs. PUP).
 	

Process Exceptions as follows:
· Apply SOPX scan to all the shipments that were not been connected and enter comment.
· Apply Stat 44 PMX scan and enter comment.
· To all the packages were held in station, should have a label with information of exception.
· Wait for the confirmation from the concerned department.
· If it is ok for connection, Station Agents will apply PUP & SOP scan.
· Same process to be followed for connecting the shipment.
· If not ok, then return to shipper (Express RTS / COD RTS) scan should be applied.
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