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i. Introduction

History
SMSA Express Transportation Co., Ltd. began its operation in March 1994 under the able leadership of Sultan Mohammed Saleh Al-Athel. Since then it has become the largest domestic express and service centers network in Saudi Arabia. 
We are market leaders in express, logistics, mailroom, warehousing, cold chain, healthcare, e-commerce, freight, consultancy and specialized services. 
Capabilities and Facilities
SMSA in its endevour towards total quality management has achieved and maintains ISO 9001, 14001, 45001, 10002, 10015, 27001, WHO-GDP and TAPA certifications accredited by recognized certification bodies. SMSA holds a qualified team of SMSA senior quality staff certified to multiple international standards and holding experience in quality, operations and security. 
Our range of services includes:

· Implemention and maintainance of ISO managment systems including but not limited to QMS, EMS, OHS, TAPA etc.
· Gap analysis, risk assessments, Health & Safety assessment, Environmental aspects & impacts analysis, BC analysis, Information security risk assessment etc
· Standard awareness trainings
· Maintaining, updating and improvement of system documentation, policies and procedures.
· Compliance evaluations and internal audits

In addition to the above we offer specialized systems to support your management system
which includes:
· Quality management system suite designed to enable you to capture, analyze and communicate a common set of processes that can be used to manage your organization as well as to manage all your policies and procedures within one single document management system (includes complete setup, training and licensing)
· Ticketing system that helps you streamline the communication process amongst the auditees, auditors, and direct managers through a single channel accessible to the end users.
· Business continuity system over the cloud which helps you identify your key processes, related risks and mitigate those risks with automated business continuity and disaster recovery. This also includes business continuity planning, scheduling and sending mass email, SMS, voice notifications during emergencies.
The consultancy provided by SMSA is based on planning, supervision and assessment with assigned representatives at the client facilities including assistance to prepare for the external audits and management reviews. This is done through gap analysis, on-going meetings, document reviews, inspections, internal audits, and reporting. SMSA ensures that with proper guided consultancy; implementing the effective and robust international ISO standards will help build a sound foundation leading to:
· Reduced duplication and mistakes resulting in significant reduction of losses
· Reduce cost, better transperancy
· Improve operational efficiency and inturn increases productivity
· Best utilization of resources and infrastructure leading to proactive management
· Improve reliability and trust from all stakeholders
· Improve health, safety and security
· Commitment to continuos improvement 
· Meet internationally recognized standards and working best practices.
ii. Purpose & Scope
At SMSA our focus always stays with the client, as we deliver value-added services to enhance our client’s success. With us, you just don’t attain an ISO certification but you achieve a management system that helps your company in its true potential to improve performance and processes for a sustainable future.

ISO certification is a strategic tool and guideline that helps you tackle some of the most demanding challenges of modern business. It helps you to:

· Standardize your business practices 

· Improve image and credibility 

· Improve customer satisfaction by meeting customer requirements
· Meet the necessary statutory and regulatory requirements

· Identify and address the risk associated with your business
· Integrate processes for better alignment

· Improve decisions by basing them on data from the quality management system 

· Creates a culture of continual improvement of the processes

· Improve employee engagement toward process improvement
Towards this our main focus with you would be to:

· Support and guide you towards ISO 9001 certification

· Increase quality of product or services using the process approach

· Increase competitiveness of [Company name]
· Better management of processes, activities and functions

· Reduce costs through continual improvements attained through the ISO 9001 quality management system
Scope – TBD after client facility visit (locations etc)
iii. Project Structure & Roadmap
At SMSA we believe that the simpler we keep things, the more successful we will be and the same is reflected in our business operations which are simple and as efficient as possible. We have a simplified process to implement the ISO standards which is briefed in steps that helps setup roadmap of the project.
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The milestone for implementation of the ISO standard will be based on the following roadmap:

· Identify Key Processes
· Compare existing documentation vs standard requirements
· Establish document and records management system

· Involve & Communicate with Employees

· Define and communicate the Quality Policy

· Develop the Mandatory Procedures

· Develop the Operational Procedures  

· Develop and implement the Key performance indicators

· Provide Employee Training

· Implement the Quality Management System

· Conduct Internal Audit
· Conduct Initial Management Review
· Correct Non-conformances & ImplementCorrective Action

· Arrange Certification and Surveillance Audits

· Maintain and Improve the QMS

Additional Services/Systems charges offered by SMSA not included – TBD – GUIDE –CAPA-BC


iv. Deliverables
The tentative proposed activites, dates and mandays from the project initiation to completion is summarized below:
	SN.
	Activity
	Mandays
	Proposed Date

	1.
	Initial Gap Analysis
	
	

	2.
	Identification of mandatory requirements
	
	

	3.
	Risk Assessment
	
	

	4.
	Documentation (policies, work instructions, processes)
	
	

	5.
	Process Mapping manually
	
	

	6.
	Statement sets, ISO touchpoints 
	
	

	7.
	Control of Records (retention, retrieval, & disposition)
	
	

	8.
	CAPA Process Setup
	
	

	9.
	Setting Performance Management System (KPI/ Analysis)
	
	

	10.
	Awareness Training
	
	

	11.
	Implementation 
	
	

	12.
	Quality Policy, Quality Manual
	
	

	13.
	Second gap analysis
	
	

	14.
	Action on the gaps
	
	

	15.
	Mock Audit
	
	

	16.
	Actions on the audit
	
	

	17.
	Formal Internal Audit
	
	

	18.
	Corrective and Preventive Actions
	
	

	19.
	External Audit
	
	

	20.
	Maintain & improve the QMS system
	
	


v. Financial Proposal
The costing of this proposal is based on mandays and payable on quarterly basis pro rated at 4500 SR/- per man day.
The base site for SMSA is Riyadh, KSA and no additional charges other than the above would be invoiced for scoped services rendered by the clients within Riyadh. For outside Riyadh, the above fees do not include travel, visa and accommodation expenses for our assessors and trainers. This will be invoiced separately based on their visit to client facilities as per agreed plan. Once the project plan is agreed and signoff between SMSA and client the projects successful deliverables by SMSA would be limited to the client’s budget & business constraints as well as support from the top management/functions. 
Any other services/support required from SMSA out of the agreed scope would be charged separately to the client after internal review.

A point of contact /Management representative needs to be assigned by both parties, these POC’s would serve as a single point of contact for liaison between the two parties.

	SMSA MR
	Client MR

	Name:
	

	Contact:
	

	Email: 
	


vi. Offer Acceptance
Both parties accept and agree on the scope, details, terms and conditions included in this proposal. In reference to Proposal# ……, Ver #.......,submitted by SMSA to the client….ABC Co , this contract is valued at  ……….SAR/-

This contract is valid for one year starting from the signoff date below.
For and behalf of SMSA Consultancy

Name:
Designation:

Contact#

Signature

Co. Stamp

For and behalf of Client (ABC Co)

Name:
Designation:

Contact#

Signature

Co. Stamp
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