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Integrated EHS Manual
to
ISO14001: 2015 & ISO 45001:2018
Environment Health & Safety Management System
___________________________
Director – Quality & Risk Management
i. Environment Health & Safety Policy
SMSA, which is in the business of providing the services of Express Transportation, Logistics, Health Care Services, Freight and Mail Room Management Services, is committed to take adequate arrangements related to Environment, Health & Safety in all business aspects including receiving, storing, handling, storage and distribution. It is our policy to provide a workplace free from accidents, injuries and exposure to hazardous chemicals; protect the environment, conserve natural resources and prevent pollution taking into consideration our services end-of-life impacts on the environment.

Towards this, we have set our objectives and are committed to: 

· Comply with applicable Environmental, Health & Safety (EHS) legislation and statutory, regulatory, contractual and other requirements.

· Respond to community concerns regarding EHS and address them proactively in our operations 

· Integrate EHS considerations into business planning, business processes, and decision making 

· Maintain the effectiveness, and continually improve our EHS management system in accordance with the requirements of the ISO 14001 and ISO 45001 standards

· Use management techniques including planning, monitoring, audits, analysis, and documentation of Environment & Safety related information to minimize EHS incidents / non conformance associated with our operations.

· Equip ourselves to address EHS emergencies 

· Champion EHS responsibility among all our employees and impart the requisite training, and encourage our employees and contractors to make suggestions on improving the EMS 

· Communicate our EHS policy and other concerns to our contractors and vendors and seek their compliance, and make this Policy available to our customers and other stakeholder 

· Continually review objectives and set targets to improve our EHS performance 

· Provide organizational structure, needed resources, support and directive to achieve these objectives

· Take accountability for the EHS’ effectiveness through various tools including management review meetings, data analysis and reviews, corrective and preventive actions, and inspections.
This Policy is reviewed periodically for its continuing suitability to the organization's current business.
_________________

Naif Saleh Al-Athel 

Chairman of the Board
ii. Issue / Edition number and Effectively / Validity Date
	Last Review/Updates Details
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Important Note:
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v. Introduction

COMPANY PROFILE

History

SMSA 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 SMSA Service Center (SSC) network in Saudi Arabia. 
Capabilities and Facilities

SMSA serves more than 325 cities, towns and villages throughout the Kingdom of Saudi Arabia. Operating under the hub and spoke model, 55 operational facilities and 400 SMSA Service Centers (SSC) are strategically located with three regional offices and international gateways in Riyadh, Jeddah, Dammam, Dubai, Cairo and Bahrain.  Supported by a fleet of over 2,237 vehicles and over 2,700 dedicated employees. 
Big Achievements and Major clients

SMSA valued international customers from different industries include Siemens, CISCO, Microsoft, Acer, Volvo, General Motors, Chevron, Bayer, Kodak, Schlumberger, Citibank, and British Airways.
Top domestic customers include Mobily, Saudi Tele Comm., Almarai, Saudi National Bank, Alina Bank, Saudi Aramco, Saudi Oger, KAUST and Ministry of Health.
SMSA’s Management Team KSA
1- Mr. Naif Al Athel, Chairman of the Board

2- Mr. Saud Al Athel, Member of the Board

3- Mr. Mohannad Khayyat, Managing Director  


4- Mr. Mohamed Bhaiyat, QRM Director/ Management Representative

5- Mr. Mohd Burhan Khan, Finance Director

6- Mr Bandar Al Otaibi, HR and Admin Director

7- Mr. Omar Bin Waber, Operations Director

8- Mr. Falah Al Enazi, National Manager – Customer Service

9- Mr. Sohel Ahmed, National Manager – Mailroom

10- Mr. Atta, National amanager – Sales and Marketing

11- Mr. Yousef Taha, CTO – Information Technology

12- Mr. Vinod Panicker, National Manager – Special Delivery

13- Mr. XXX, National Manager– SMSA Trade Networks

14- Mr. Shafie Al Basheer Mohammed, Senior Auditor

15- Mr. Fahad Al Marzouki, Senior Legal Assistant

16- Mr Bader Farhan, National Manager– SMSA Service Centres
Organization Address KSA
SMSA 

P.O. BOX:  63529

Riyadh 11526

Kingdom of Saudi Arabia

Tel. + 966 11 218 7777
Fax + 966 11 218 7782
Web site: www.smsaexpress.com 

SMSA’s Management Team Dubai - IBU UAE
1-Yassir Zaheraldin, Managing Director
2-Lalit Singhi, Finance Manager

3-Mir Taqi Ali, CSD & RTL Manager

4- Amir Mustafa Ebadda, Sales Manager

5-Dilhan Dastakeer, Operations Manager

6-Bilal Ahmed, Freight & Gateway Manager

7-Nigel Davis, SMSA Freight Sales Manager

Organization Address Dubai - IBU UAE
SMSA LLC

Al Garhoud, Dubai, United Arab Emirates 
Dubai 

United Arab Emirates
Tel. + +971 4 606 9099
Web site: www.smsaexpress.com/ae
vi.
Revisions and Amendments

When amendments are made, details shall be entered into this sheet.

	Issue No.
	Date
	Details of Change
	Amended Pages

	1
	26 Dec 2016 
	Revised the complete EHS manual to reflect the new requirements of the revised ISO 14001:2015 standard
	

	2
	15 Apr 2017
	Version No. Changed to 5
	

	
	
	Cover page changed
	

	
	
	Job title changed to MD -> Eng Majed
	

	
	
	Job title changed to CSD Manager          ->Gandi Ibrahim
	

	
	
	Job title changed to National RTL Manager                                                       ->Bader Farhan
	

	
	
	Changed number of cities served to “more than 325 cities”
	

	3
	11 May 2017
	Revised the complete EHS manual to reflect standard format as Quality Manual
	

	
	
	Added Operational Control Procedures list -> Attachment Section
	

	4
	28 Jan 2018
	Added new procedure in the list–> Raw materials life cycle assessment procedure
	

	
	
	Added new procedure in the list–> Pollution control, waste management and recycling policy
	

	5
	31 Oct 2018
	Added SMSA HC Director pg 7
	

	6
	06 Jan 2019
	Added under 4.1 > services while protecting the environment.....

d) Occupational health and safety conditions related to SMSA operations and facilities. This includes offices.....

e) Safety aspects and risk avoidance is extended to go beyond SMSA boundries....
	

	
	
	Added under 5.1 > consults employees and considers their views in relation.....
	

	
	
	Added under 5.2 > is made available/...

This includes, but is not limited to employees, contractors, and suppliers..
	

	
	
	Added under 5.3 -3rd Para > who is a company director and a member of the SMSA top management.....

> will look changed to – looks
> GM changed to MD

Added > maintain any liaison with contractors, suppliers, and....

Changed under 5.3 – 4th Para > Removed headquarters –added including SMSA facilities and offices

Added under 5.3 – 5th Para > Changing situations have also been considered via the Management of Change procedure and relevant arrangements.
	

	
	
	Added under 6.1.2b – 2nd Para > Besides this, SMSA EHS system does also consider SMSA workers.....

Added 3rd Para > Adjacent to risk identification, SMSA also assesses....
	

	
	
	Added under 6.1.4 > as well as significant OHS risks and opportunity....
	

	
	
	Added under 6.2.1 > Environmental and OHS opportunities.
	

	
	
	Added under 8.1 -2nd Para > SMSA also control planned changes….

Added para 5 > As SMSA has identified significant environmental....

Added under para 6 > wherever not carried by SMSA staff, OHS hazards....

> A specific procedure to ensure that contractors......
	

	
	
	Changed OHSAS 18001:2007 to ISO 45001:2018 in the whole manual
	Version No. Changed to 10

	7
	06 Jul 2019
	Changed procedures list 
	Version No. Changed to 11

	8
	17 Mar 2021
	Added under 4.3 – 2nd Para > KFIA GW OPS facility
	Version No. Changed to 12

	9
	27 May 2021
	Removed Logistics director position

Updated Organisation address
	Version No. Changed to 13

	10
	03 Mar 2022
	Added under 4.3 2nd Paragraph Al Fattan Office, Dubai, United Arab Emirates

Added SMSA Management UAE

Added SMSA UAE Address

Changed SMSA Logo

Changed Version Number

Changed CEO Name from Sultan to Naif
	Version No. Changed to 14

	11
	28 August 2022
	Replaced SMSA Express Transportation with SMSA.

Removed SAMBA and added SNB in 

Added SMSA specialized services in clause 4.1

Added CITC in clause 4.2

Changed SSC numbers from 227 to 400

Changed Operational facilities numbers from 38 to 55

Added DXB, Cairo & Bahrain GW in capabilities and facilities 


	

	12
	18 June 2023
	Document formatting changed to GACA required standards
	All pages

	13
	18 June 2023
	Issue edition and effectoive page added

Table of contents updated 

Appendix page added

Distribution list added

Mannual review page added
	Page 3

Page 4

Page 11

Page 13

Page 14

	14
	18 June 2023
	EHS Org structure added 

Gateway Dammam EHS Structure added

Responsibilities and duties added

Reference given to OHS risk assessment and matrix
	Page 18

Page 19

Page 20

Page 29

	15
	18 June 2023
	Statement added referring to submission of manual for GACA approval
	Page 14

	16
	16-Sep-25
	Document numbers changed on all pages. Management names changed
	All pages


vii. Appendices / List and Sample of Forms

	Doc# 
	Title

	Refer to GUIDE System

	JD – Director Quality and Risk Management 

	
	JD – Quality Auditor 

	
	JD – National Manager Linehaul HUB and Gateway 

	
	JD – Regional Manager Gateway 

	
	JD – Supervisor Gateway 

	
	JD – Operations Agent Gateway 

	
	JD – Senior Handler Gateway 

	
	JD – Facilities Management Executive

	
	Training Curriculum

	2672
	Specialized training specification

	2606
	CAPA Procedure

	2705
	EHS Swot & Risk Gateway

	2782
	OHS Hazards Assessment gateway

	2604
	EHS Records & Documents Control

	2611
	EHS Responsibility

	2629
	Identification and Compliance Monitoring of Legal & Other Requirement

	2613
	Identification of Significant Environmental Aspect 

	2608
	Hazard & Risk Identification

	2622
	EHS Objectives & Targets

	2665
	Training And Awareness 

	2610
	Communication

	2623
	Incident / Accident, Emergency Preparedness & Response Procedure

	2639
	Operational Control

	2626
	Monitoring and Measurement 

	2627
	EHS Internal Audits

	2606
	EHS Non-Conformance and Corrective / Preventive Action

	2634
	EHS Management Review

	2637
	Management of Change and Handling Unplanned Activity

	2603
	Contracting, Outsourcing and Contractor Management Procedure


viii. Distribution List

The manual is sent for acknowledgement within SMSA to all the staff via GUIDE system for latest acknowledgement log. Please refer to the GUIDE system.

	Distribution list (Hard / Soft Copy)

	Department/Location/Job Title
	Issued By
	Acknowledged By

	GACA
	Mohamed Bhaiyat
	GACA Representative


ix.  Manual Review, Amendment & Administration Procedures 

The purpose of this section is to establish the standard process in the set-up, uploading, review, authorization, promotion, acknowledgement, and changes on the EHS Manual.

SMSA Express utilizes the Quality Management System (GUIDE) to streamline the process of documents administration and control. All SMSA procedures, documents and guides are uploaded on the GUIDE System and are updated regularly to ensure the documents are kept current and relevant. Document management and control procedure is documented under Doc number 2604 on GUIDE.

Any Changes to the Manual would first be submitted to the GACA presidency for acceptance of the revisions. The approved document will then be uploaded on GUIDE. 
x.Exclusions
Exclusion: 

1. NIL
xi. Terms & Definitions
For the purpose of this manual, the following definitions shall apply:

Accident

Undesired event giving rise to death, ill health, injury, damage, environmental pollution, or other       loss

 Audit

A systematic examination to determine whether activities and related results conform to planned arrangements and whether these arrangements are implemented effectively and are suitable for achieving the organization’s policy and objectives 

‘Company’ or ‘the Company’

The operational management of all activities at SMSA.
Complaint

A stated grievance concerning the activities of SMSA.
Continual Improvement

The process of enhancing the EHS to achieve improvements in overall environmental or OHS performance in line with the EHS Policy. The process need not take place in all areas of activity simultaneously  

Corrective action

Action to eliminate the cause of a detected EHS nonconformity

EHS management system

Management system initiatives developed to manage and improve environmental and occupational health & Safety performance at SMSA, and that facilitates the management of the EHS aspects and risks associated with the business of the organization. This includes the organizational structure, planning activities, responsibilities, practices, procedures, processes and resources for developing, implementing, achieving, reviewing and maintaining the organization's EHS policy

Environment

The surroundings in which SMSA operates, including air, water, land, natural resources, flora, fauna, humans, and their interrelation.  Surroundings in this context extend from within the company to the global system.   

Environmental Aspect

An environmental aspect represents element of an organisation’s activities, products or services that interacts or can interact with the environment.  A significant environmental aspect is an environmental aspect that has or can have a significant environmental impact. 

Environmental Impact

Any change to the environment, whether adverse or beneficial, wholly or partially resulting from the SMSA Environmental Aspects.

EHS Objectives

An overall environmental and occupational health & Safety goals, arising from the integrated Environmental, Occupational Health & safety Policy, that the Company sets itself to achieve and which is quantified where practicable. SMART objectives are selected (Specific, Measurable, Achievable, Realistic and Time bounded)

Environmental performance 

Performance related to the management of environmental aspects

EHS Performance  

Measurable results of the EHS programs, controls, and other elements, relating to the control of SMSA environmental aspects and Occupational Health & safety (OHS) hazards, based on its EHS Policy, objectives and targets.  

EHS Policy

Statement by SMSA of its intentions and aspirations in relation to overall environmental and occupational health & safety performance which provides a framework for action and for the setting of its EHS objectives and targets.

Incident

Event that gives rise to an environmental or OHS accident or has the potential to lead to an accident. NOTE: An incident where no ill health, injury, damage, or other loss occurs is also referred to as a “near-miss”. The term “incident” includes “near-misses”.

 seq NOTE\r 0\h  Interested parties
Individual or group concerned with or affected by the OHS or environmental performance of an organization

Hazard

Source or situation with a potential for harm in terms of human injury or ill health, damage to property, damage to the workplace environment, or a combination of these

 seq NOTE\r 0\h  Hazard identification
Process of recognizing that a hazard exists and defining its characteristics

Interested Party

Individual or group concerned with or affected by the environmental or OHS performance of SMSA. These include members of the workforce, investors, insurers, local residents, customers, consumers, environmental groups, statutory bodies and the general public. 

Life Cycle 

Consecutive and interlinked stages of a product (or service) system, from raw material acquisition or generation from natural resources to final disposal.

Management System

A set of interrelated EHS elements used to establish policy and objectives and to achieve those objectives at SMSA.
Management System Audit

A systematic and documented verification process of objectively obtaining and evaluating evidence to determine whether the EHS management system conforms to the EHS audit criteria set by SMSA. The audit process also serves continual improvement of the system, and covers communication of the results of this process to relevant management and personnel. 

Non-Conformance

Non-fulfilment of a requirement. Any deviation from work standards, practices, procedures, regulations, management system performance etc. that could either directly or indirectly lead to injury or illness, property damage, damage to the workplace environment, environmental pollution, environmental damage, or a combination of these

Occupational health and safety

Conditions and factors that affect the safety, health and well-being of employees, temporary workers, contractor personnel, visitors and any other person in the workplace. In SMSA EHS system, also covered is the safety of equipment, workplace, structures, facilities, raw materials, finished products and other assets.

 seq NOTE\r 0\h 

 seq NOTE\r 0\h  Performanceadvance \R 1.0
Measurable results of the EHS management system, related to the organization’s control of environmental, health and safety risks, based on its EHS policy and objectives. NOTE: Performance measurement includes measurement of EHS management activities and results.

Prevention of Pollution

Use of processes, practices, techniques, materials, products, services or energy to avoid, reduce or control (separately or in combination) the creation, emission or discharge of any type of pollutant or waste, in order to reduce adverse environmental impacts. Prevention of pollution can include source reduction or elimination, process, product or service changes, efficient use of resources, material and energy substitution, reuse, recovery, recycling, reclamation and treatment. 

Preventive Action

Action to eliminate the cause of a potential nonconformity

Procedures

Procedures are specified ways to carry out an activity or processes.  Procedures can be either documented or not

Targets

Detailed performance requirement quantified where practicable, applicable to SMSA or parts thereof, that arises from the EHS objectives and that needs to be set and met in order to achieve those objectives.

xii. EHS Organization Structure
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xiii. Gateway -Dammam EHS Structure

Local key management representative for EHS at the Gateway facility is the Gateway regional manager. 
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xiv. Responsibilities and Duties

The duties, responsibilities and competencies for Key Management personnel / post holder are documented in the respective Job descriptions. The Job description is documented on GUIDE as follows.

1. JD – Director Quality & Risk Management 

2. JD – Quality Auditor 

3. JD – National Manager HUB, Line Haul, Gateway 
4. JD – Regional Manager Gateway

5. JD – Supervisor Gateway 
6. JD – Operations Agent Gateway 

7. JD – Senior Handler Gateway 
8. JD – Admin Facilities Management Executive 
xv. Management Personnel Duties & Responsibilities 
For Duties & Responsibilities refer to section above. Accountable executive is identified in section 5.3 below.
The following section has been structured as per the ISO Clauses in the ISO 14001 & 45001 standard. 
4
Context of the Organization
4.1
Understanding the Organization and its Context
SMSA has a fully staffed quality department and has already achieved ISO 9001:2015 accreditation, and has developed an integrated EHS system covering the requirements of ISO 14001 and ISO 45001 accreditations. 

Our commitment to the market is that we will deliver on time, as per customer requirement & to the required quality. We have the team and expertise to ensure that we meet our commitments. Through our environment, health & safety, we are also committed to providing these services while protecting the environment, conserving natural resources, preventing pollution, identifying hazards that have a potential to affect the health and safety of personnel, customers, neighbours, the community members; or to cause financial losses, and controlling associated risks.
SMSA business is based on the following activities and services:

· Express Transportation

· Logistics

· Health Care Services

· Freight 

· Mail Room Management Services

· Special Delivery Channel
· SMSA Specialized Services

The major external and internal environmental and OHS conditions being affected by or capable of affecting the organization, either positively or negatively, and which have an impact on the way that SMSA manages its environmental and OHS responsibilities include the following: 
a) Environmental conditions related to climate, air quality (resulting from transportation activities); natural resource availability and biodiversity (as an outcome from packaging / paper and carton usage).
b) Occupational health and safety conditions related to SMSA operations and facilities. This includes offices, warehouses, and transportation activities. The interest extends to cover not only SMSA employees and visitors, but extends to cover contractors, as well as neighbouring facilities.

c) Safety aspects and risk avoidance is extended to go beyond SMSA boundries and to cover suppliers of purchased goods and services
d) The external cultural, social, and competitive circumstances, on the international, national, regional and local levels which affects customer preception on usage of new materials such as recycled and recyclable packaging materials;
e) SMSA adopts strategic direction and is devoted towards continual improvement towards environmental protection and is interested in exploring enhancements that can come through investing in people, knowledge, processes, systems over the long term.
4.2
Understanding the Needs and Expectations of Interested Parties
SMSA has identified, and systematically created mechanisms to continue monitoring the expressed needs and expectations of those internal and external interested parties that have interest in our EHS system.  This is done through our government relations department, by our top management, by our sales department, and through other channels. The requirements of interested parties are considered as part of our compliance obligations (see 6.1.1).

            Interested parties in SMSA EHS system include:

· PME (presidency of metrology & environment;

· Ministry of labour;

· Municipalities;

· Customer requirements (e.g., Ministry of Health, Saudi Aramco, etc.)
· Communication and Information Technology commission (CITC) 

At SMSA we are interested and make necessary actions to adopt such requirements of interested parties and in identifying and analyzing relevant voluntary initiatives as they come. 
4.3
Determining the scope of the EHS Management System
Scope of environmental, health and safety management system as per ISO 14001:2015 and ISO 45001:2018 is as follows: 

“Environmental, health and safety management system in the SMSA headquarters, management offices in Riyadh, KFIA GW OPS facility Dammam as well as in Al Fattan Plaza, Dubai, United Arab Emirates”

4.4
EHS Management System and its Processes

            General Requirements

SMSA has established, documented, implemented and is maintaining an integrated Environmental, Health & Safety (EHS) Management System according to ISO 14001:2015 and ISO 45001:2018. 

           EHS Systems Approach

By creating a well-defined and structured EHS Management System embedded in the daily activities of SMSA, company has built an infrastructure that ensures long-term success and sustainability in meeting and surpassing its environment, health and safety obligations. Each component of the EHS Management System is designed to work interdependently in an integrated fashion that continually reinforces the common objective of improving EHS performance. 

To ensure the organizational sustainability of the EHS Management System, all components of the Management System, such as Policy and Objectives, Planning, Training, and Inspections have been designed and established as formal systems, integrated into on-going activities and facilities operations, and evaluated on a regular basis to identify areas for continual improvement. It is these core systematic components that act both independently and cooperatively to form the backbone of the EHS Management System.

This management system provides improved institutional capacity and accountability for achieving and maintaining compliance with the SMSA Group high standards for EHS performance, Saudi and local EHS regulations. The environment, health & safety management system (EHS MS) also creates a safer work place through systematic hazard identification and risk control activities. Also, the management system aims at a more sustainable organization by encouraging the incorporation of positive initiatives into activities, such as reducing wastes and increasing recycling, preventing pollution, and conserving and reusing resources. One of the defining features of SMSA EHS-MS is to integrate regulatory compliance with positive initiatives and improvement programs.

The EHS MS operates in tandem with EHS policies and procedures. This EHS Policy has the full authorization, approval and support of the top management which has established and is committed to maintaining the EHS MS.

This Manual describes the elements of the EHS-MS; the established policies and procedures that SMSA follows to meet applicable environment, health and safety performance and legal requirements; and policies and procedures to comply with other requirements to which SMSA group voluntarily subscribes.

           Attachment III summarizes and describes this approach and the EHS system process   interactions.
EHS System Documentation Structure

SMSA has established, documented, implemented and is maintaining an Environmental, Health & Safety system. This documentation is manifested in the integrated Environment, Health & Safety Management System Manual and other controlled documents. The documentation structure is divided into the following main levels as described below:

[image: image5.emf]DOC# TITLE ISO 14001 ISO 45001

1916 EHS Documents Control 7.5.3 7.5.3

1917 EHS Records Management 7.5 7.5

2785 EHS Responsibility 5.3 5.3

2787

Identification and Compliance Monitoring of Legal and 

Other Requirement

5.2 and 6.1.3 5.2, 5.4 , 6.1.1 and 6.1.3

2789 Identification of Significant Environmental Aspect 6.1.2 6.1.2

2791 Hazard and Risk Identification 6.1.2 6.1.2

2794 EHS Objectives and Targets 6.2 6.2

2796 EHS Management Programs 6.2 6.2

2797 Training and Awareness 7.2 and 7.3 7.2 and 7.3

2799 Communication 7.4 7.4

2800

Emergency Preparedness, Response and Incident 

Investigation

8.2 8.2

2802 Operation Control 8.1 8.1

2803 Monitoring Measurement 9.1 9.1

517 EHS Internal Audits 9.2 9.2

2808 EHS Non-Conformance and Corrective /Preventive Action 10.2 10.2

2796 EHS Managemeent Review 9.3 9.3

4157 Mangement of Change and Handling Unplanned Activity 8.1 8.1.3

3310

Contracting, Outsourcing and Contractor management 

Procedure

8.1 8.1.4

2814 SAMACO 7.1 7.1

2815 Electric Safety 6.1.2

2816 Fire Management 6.1.4

2817 Medical Situations Management 8.1.2

2811 Drill Procedure 8.1.2

2966 Work Permit Procedure 8.1 8.1.2

3574 Raw Materials life cycle assestment procedure 6.1.2

3575 Pollution control, waste management and recycling policy 6.1.3 and 6.2.1 6.1.2

4152 Handling dangerous goods procedure 6.1.3 and 6.2.1 6.1.2

4160 Spill Management and Control Procedure 6.1 6.1

4153 Hazard Assestment for PPE selection 8.1 8.1.1

4155 Lockout Tagout procedure 8.1.1

Statement sets


5
Leadership


5.1
Leadership and Commitment


SMSA top management are personally involved with directing and following up specific key environmental and safety management relevant responsibilities, and they take accountability for the EHS effectiveness.

This includes ensuring that environmental and safety policies and objectives are established; ensuring that EHS system and processes are integrated into the business processes; directing and follow up investigations of EHS incidents, EHS projects, allocation of resources for EHS improvements, and leading EHS management review meetings to ensure that EHS system achieves its intended outcomes effectively. SMSA Top Management also takes all opportunities to promote continual improvement and to support other management to demonstrate leadership
Top management consults employees and considers their views in relation to risk identification and risk control / management, and also delegate responsibility for some of these actions to others when they can not personally direct them, but they follow up and retains accountability for ensuring the actions are performed.

5.2
Environment Health & Safety Policy
The EHS policy of SMSA is:

“SMSA Express Transportation Company Ltd., who is in the business of providing the services of Express Transportation, Logistics, Health Care Services, Freight and Mail Room Management Services, is committed to take adequate arrangements related to Environment, Health & Safety in all business aspects including receiving, storing, handling, storage and distribution. It is our policy to provide a workplace free from accidents, injuries and exposure to hazardous chemicals; protect the environment, conserve natural resources and prevent pollution taking into consideration our services end-of-life impacts on the environment.

Towards this, we have set our objectives and are committed to: 

· Comply with applicable Environmental, Health & Safety (EHS) legislation and statutory, regulatory, contractual and other requirements.

· Respond to community concerns regarding EHS and address them proactively in our operations 

· Integrate EHS considerations into business planning, business processes, and decision making 

· Maintain the effectiveness, and continually improve our EHS management system in accordance with the requirements of the ISO 14001 and ISO 45001 standards

· Use management techniques including planning, monitoring, audits, analysis, and documentation of Environment & Safety related information to minimize EHS incidents / non conformance associated with our operations.

· Equip ourselves to address EHS emergencies 

· Champion EHS responsibility among all our employees and impart the requisite training, and encourage our employees and contractors to make suggestions on improving the EMS 

· Communicate our EHS policy and other concerns to our contractors and vendors and seek their compliance, and make this Policy available to our customers and other stakeholder 

· Continually review objectives and set targets to improve our EHS performance 

· Provide organizational structure, needed resources, support and directive to achieve these objectives

· Take accountability for the EHS’ effectiveness through various tools including management review meetings, data analysis and reviews, corrective and preventive actions, and inspections.
This Policy is reviewed periodically for its continuing suitability to the organization's current business
The following points have been given full consideration while formulating this policy:

a) be appropriate to the nature and scale of environmental impacts of SMSA’s activities, facilities or services and similarly, the associated OH&S risks;

b) commitment to continual improvement, protection of environment / prevention of pollution and control of OH&S risks;

c) commitment to comply with relevant local and international environmental/OH&S legislation and regulations, including concern for public interests;

d) Policies are available to interested parties.

The integrated environmental/OH&S policy is reviewed during planned management review by MD and other top management members. In case of any changes in the environment/OH&S legislation, availability of better and environment friendly materials, technologies and improved OH&S risk controls, existing environment /OH&S policies are reviewed for any changes and if considered necessary such changes are carried out. 

Environmental/OH&S policy is made available / have been communicated to all concerned within the organization to ensure that all are aware of the relevance and importance of their activities and how they contribute to the achievement of the environmental/OH&S objectives of their respective functions and the organization. This includes, but is not limited to employees, contractors, and suppliers. MR initiates steps to verify the level of environmental/OH&S awareness amongst company’s employees.

The above points are applicable to the EHS review, communication and development process in the future.

5.3.  Organizational Roles, Responsibilities & Authorities
All those involved in the organization’s EHS management system have a clear understanding of their roles, responsibilities and authorities for conforming to the requirements of ISO 14001 and ISO 45001 International Standards and achieving the intended outcomes. For that purpose, organizational structures have been developed; job descriptions have also been developed to provide all employees with clear understanding of their roles and responsibilities.

Roles, responsibility and authority of working personnel for carrying out various activities/processes of EHS management system have been defined in respective documents, such as, procedures, forms, work instructions etc. These have been communicated within the organization to all personnel through group training and personal interactions. In case of any change in responsibility & authority of any person, the same is communicated to all concerned personnel.

Mr. Mohammad Bhaiyat, who is a company director and a member of the SMSA top management, has been appointed as a Management Representative by top management of the company. He looks after the specified duties of MR, in addition to his designated duties. The MR will be responsible for ensuring that processes and programmes needed for the EHS Management System are established, implemented and maintained. He will report to the MD on the performance of the system and any need for improvement. He will also ensure the promotion of awareness of importance of meeting customer requirements throughout the organization. He will maintain any liaison with contractors, suppliers, and external agencies on matters relating to EHS Management System.

SMSA offices and other facilities are provided with all required infrastructures and facilities. Required workspace and associated utilities have been provided. Suitable office equipment, furniture, safety systems, monitoring & measuring devices have been provided, and are maintained to achieve conformity to work requirements. Supporting services, such as computers and communication facilities have been provided for performing and monitoring various processes to achieve desired results.

Safety Measures and Suitable arrangements have been made in identified work areas where working personnel are required to take precautions and observe safety and environmental protection measures. Changing situations have also been considered via the Manageent of Change procedure and relevant arrangements.
Organizational Structure: 

Detailed Organizational structures for SMSA is available and can be retrived from the GUIDE System.
6
Planning
6.1 
Actions to address risks and opportunities
6.1.1 General
SMSA adopts risk-based approach to planning. This approach addresses SMSA business context, interested parties, OHS risks, environmental aspects, environmental impacts, compliance obligations & EHS objectives.

Planning and actions to address risks and opportunities consider external/internal issues and interested parties and scope of EHS. SMSA has a specific procedure (see below) to determine the risks related to environmental aspects, compliance obligations and other issues. Based on this, SMSA can give assurance that EHS/EMS can work, prevent undesired effects and achieve continual improvement. As of this process, SMSA also determines potential emergency situations, including those that can have an environmental or safety impact. This process documents risks and processes considered important. 
EHS Swot & Risk for gateway facility can be found under Doc num – 2705 on GUIDE. 
6.1.2.a Environmental Aspects 

SMSA has established and is maintaining a procedure to identify environmental aspects of its activities, services and operations that it can control and over which it can be expected to have an influence, in order to determine those which, have or can have significant impacts on the environment (Doc#2613). Criteria to determine significance have been established as part of this procedure. 

Environmental aspects of SAMSA’s activities & services and their respective impacts are identified with the help of an Initial Environmental Review conducted with assistance of concerned personnel.  While listing the environmental aspects, care has been taken to include those areas also with which the public at large is likely to be adversely affected. 

Based on the above review, significant environmental aspects are identified and their associated impact on the environment is determined. Environmental aspects are communicated within the organization.  While setting environmental objectives, these aspects have been taken in to consideration. These significant environmental aspects and associated impacts are reviewed during planned management reviews and the relevant information is kept up-to-date.

6.1.2.b Planning for Hazard Identification, Risk Assessment and Risk Control 

SMSA has established and is maintaining a documented procedure for ongoing identification of hazards, the assessment of risks, and implementation of necessary control measures covering routine and non-routine activities, activities of all personnel having access to the workplace (including subcontractors and visitors), and facilities at the workplace provided by the company or other organizations (refer to Doc num 2608 & EHS risk assessment Doc num 2705). It is ensured that the hazards and risk assessment are reviewed to identify the residual risk on an annual basis. It is also ensured that results of these assessments and the effects of these controls are considered when setting health and safety objectives. This information is suitably documented and kept up to date.
OHS Hazard assessment and EHS risk assessment specific to gateway is documented under Doc num – 2782.
Besides this, SMSA EHS system does also consider SMSA workers at locations not under the direct control of SMSA and considers those in the vacinty of SMSA facilities and who can be affected by SMSA activities. Also covered are situations where activities of other organizations in the vacinoty of SMSA facilities, may lead to OHS impacts on SMSA staff, contractors or visitors.
Adjacent to risk identification, SMSA also assesses and considers potential OHS and other opportunities to enhance OHS eliminate hazards, adopt work improvements, and enhance OHS performance. 

6.1.3 Compliance Obligations 

Legal and other requirements as applicable to environmental aspects of SMSA activities and services; and OH&S requirements have been identified. Company has established and in maintaining a procedure for this purpose (Doc#2629). These legislative requirements are regularly reviewed (at least once a year) based on the inputs from pollution control board, information in newspapers, environment journals and circulars from other regulatory bodies, employees and other interested parties. 

SMSA has arranged copies of legal requirements, statutory pollution norms set by the Presidency of Metrology & Environment (Environmental Regulations).  SMSA has systems to arrange, as required, the new versions of the regulations, as well as to identify, keep and update all regulatory and non-regulatory guidelines, to which it subscribes or may subscribe. 

Compliance to these regulations is demonstrated and reviewed on annual basis, and the top management reviews this compliance and gives its yearly consent if the compliance is considered satisfactory. 

6.1.4 Planning Actions

SMSA plans to take effective actions needed to address significant environmental aspects, as well as significant OHS risks and opportunities. Actions are also taken to achieve compliance to regulatory obligations. SMSA also plans to implement actions into the EHS system, and evaluate effectiveness of the actions. SMSA considers its technological options and its financial, operational and business requirements as part of the planning process.  The most distinctive planning tools are based on developing EHS objectives, programs and operational controls.

6.2     Objectives and Planning to Achieve Them 

6.2.1 EHS Objectives

Based on the SMSA EHS policy and selected significant environmental aspects, Occupational Health & Safety Hazards, and Regulatory compliance assessment, EHS objectives and targets are established for relevant activities and processes.  Following factors are considered while establishing or reviewing these objectives and targets:

Legal and other regulatory requirements

Significant environmental aspects

Hazard Identification

Technological options

Operational requirements

Business & financial requirements

Views of interested parties.

Environmental and OHS opportunities

Objectives at process/functional level are defined by Process Managers, monitored by Process Heads/MR and reviewed by MD and selected management team.  Objectives are periodically updated and documented.

EHS objectives set for the EHS standard complied facilities can be retrieved from the GUIDE system 
6.2.2 Planning Actions to Achieve Environmental/OH&S Objectives
Environmental and OHS actions are planned to achieve objectives. EHS management programs are established for accomplishing objectives & targets. These programs include details of all objectives & targets, activities to be accomplished, the person responsible and also the time frame.  As and when there are any complaints received from employees, contractors, neighbourhood communities, industries, public, or their parties, and whenever there are changes in SMSA’s activities or services, the EHS programs are appropriately modified. The EHS management programs are reviewed during planned management reviews or whenever there is a change in activities, process etc.

A program (action plan) is prepared, if required, for achieving defined objectives. Functional heads select an activity/process/operation for achieving objectives and targets in the defined time frame, and by using specified means. In case of new developments and new or modified activities and services, plan is amended to cover them under its scope. EHS objectives and programs objectives are integrated into the organisations processes to ensure continuity and effectiveness.
7
Support

7.1 
Resources

SMSA determines and provides the resources needed for the establishment, implementation, maintenance and continual improvement of the environmental and OHS / EHS management system 

7.2     Competence
Personnel performing work which can cause significant environmental impacts or result in significant hazards are qualified as competent based on appropriate education, training, experience and skill. Company identifies their training needs and appropriate training is given to them for enhancing their skill and competence and to create awareness about environmental aspects and OHS hazards related to their activities, and to also to train them on matters associated with impacts and control.

SMSA has established a procedure for determining and documenting necessary competence, providing training or taking any other action to satisfy determined competence needs, and evaluating effectiveness of training or actions taken.

7.3 
Awareness
It is ensured that personnel doing work under SMSA control (including contractors and part time personnel) are aware of:

a) relevance and importance of their activities and how they contribute to the achievement of EHS and quality objectives,

b) importance of conformance with the EHS policy and procedures and with the requirements of EHS management system, and their roles and responsibilities in achieving such conformance, including emergency preparedness and response requirements,

c) significant environmental impacts, actual or potential, of their work activities and the environmental benefits of improved personal performance,

d) Significant OHS Risks, of their work activities and associated with their workplaces, and the necessary control and programs necessary to eliminate or at least reduce these risks

e) Potential consequences of departures from specified operating procedures. 

Appropriate records of education, training, skills and experience of the personnel are maintained.
Safety related trainings are conducted in a planned manner. Details of the programme including review and update of such trainings can be found in the training curriculum and specialized training specification under Doc num- 2672.

7.4 
Communication

SMSA has established and is maintaining a documented procedure (Doc# 2610) for internal and external communication between various levels and functions of the organization; and for receiving, documenting and responding to relevant communication from customers and other external interested parties about its services, activities, environmental aspects and occupational hazards.

Under this procedure SMSA determine what will be communicated internally and externally, what are the legal requirements for data to be communicated, when, to whom and how will this communication take place.
7.4.2 
Internal Communication & Consultation
SMSA internally communicate information relevant to the EHS management system among the various levels and functions of the organization, including changes to the environmental and safety management system, as appropriate; and ensure its communication process enables persons doing work under the organization’s control to contribute to continual improvement. Communications received are considered while identifying significant environmental aspects and risks associated with SMSA activities and facilities. Records of these communications are maintained.

Employees are consulted while developing of the OHS risks, and are consulted while investigating OHS accidents / incidents, and are also informed of accident outcomes. Employees are also involved in the determination of relevant EHS objectives through direct consultation or through their representation through the EHS committee.
7.4.3 
External Communication

SMSA externally communicate information relevant to the safety and environmental management system, as determined to be necessary and as required by its compliance obligations
7.5 
Documented Information
7.5.1 General
SMSA has established and is maintaining information in paper and/or electronic form to describe the core elements of the EHS management system and their interaction, and to provide direction to relevant documentation.  This information includes documented information required by this International Standard; and documented information determined by the organization as being necessary for the effectiveness of the EHS management system.

The following statements indicate the status of relevant items:

            EHS Manual 

The EHS Manual is the "shop window" of the EHS. It provides a general overview of how the company meets the requirements of EHS management system, and fulfils the requirements of the ISO14001 & ISO 45001 standards. It also acts as a route map by describing the core elements of the EHS and how they inter-relate. Moreover, it provides direction to related procedures and documentation. 

The manual contains SMSA Health & Safety, Environmental Policy statement, the Organization Chart, the EHS Management Structure and makes reference to specific environmental / Occupational Health & Safety Management System Procedures, operational controls and other elements of the system        

           EHS System Procedures

EHS System Procedures define the manner in which the individual elements of the EHS must be operated and managed to facilitate compliance with the requirements of the EHS Policy; EHS Manual; ISO14001, and ISO 45001 standards. General Procedures describe how the integrated environmental / occupational health & safety management system functions and also details the steps necessary as to what, where, when and how various activities need to be performed and by whom. These procedures are controlled documents and they are defined in the document control procedure. The list of procedures is given in this manual.

See list of the system procedures below. 
           Work Instructions & Operational Procedures

EHS work instructions and operational procedures defines the detailed requirements of certain processes and activities to ensure consistent working methods necessary to avoid, reduce and control pollution to the environment; work related risks, illnesses and injuries; and maintain legal compliance.

See list of operational procedures and work instructions below.
           EHS Logs & Records

EHS Records are standard forms that need to be completed to ensure correct functioning of the EHS. Completed Records will act as evidence of implementing the system during internal and external audits. Certain Records have been prepared, which are used for the integrated environmental and health and safety management system.   
7.5.2 Creating & Updating

SMSA ensures that documents created to describe its system, as well as documented information, are identified and described (e.g., a title, date, author, or reference number); also, documented information follow a specific format described in the control of documents procedure including format (e.g., language, software version, graphics) and media (e.g., paper, electronic). This information is reviewed and approved for suitability and adequacy.

A documented procedure has been established for identification, maintenance and disposition of environmental and health & safety records (Doc# 2604). Records are appropriate to the system and to the organization, to demonstrate conformance to the requirements of ISO 14001:2015 and ISO 45001:2018. Minimum retention time of records has been specified. 

7.5.3 Control of Documented Information

A documented procedure has been established and is being maintained for control of documents (Doc# 2604) to ensure that:

a) documents can be located,

b) documents are reviewed annually, revised as necessary and approved for adequacy by authorized personnel,

c) the current versions of relevant documents are available at all locations where operations essential to the effective functioning of EMS are performed,

d) obsolete documents are promptly removed from all points of issue and points of use, or otherwise assured against unintended use,

e) Any obsolete documents retained for legal and/or knowledge preservation purposes are suitably identified.

It is also ensured that documents are legible, dated (with dates of revision/issue) and identifiable, maintained in an orderly manner and retained for a specific period (till amended/revised/withdrawn). Responsibility and authority for creation and modification of documents have been specified.
8
Operation

8.1 
Operational Planning and control

SMSA has identified its operations and activities that are associated with the identified significant environmental aspects and significant risks in line with its policy, objectives and targets (see 4.3.1.1 and 4.3.1.2). All activities and operations requiring compliance to legal requirements have been identified as significant.

These operations and activities are carried out under specified conditions to control their impact on the environment and to prevent or minimize their contribution to occupational health and safety risks within acceptable limits of relevant legal requirements, and also to minimize any deviations from the EHS policy and the EHS objectives and targets. Operational Controls can include engineering controls and procedures. Controls can be implemented following a hierarchy (e.g., elimination, substitution, administrative) and can be used individually or in combination. 
SMSA also control planned changes and review the consequences of unintended impacts resulting from changes, taking action to mitigate any adverse effects, as necessary. For this reason, a Management of Change (MOC) procedure has been developed to ensure that whenever a planned change takes place, including changes in the process design, equipment, materials, situations, etc., then no adverse OHS impacts will take place or go un-noticed.
For the purpose of developing and adopting specific operational actions where necessary, a procedure (operational control procedure) has been documented (Doc# 2639), and wherever considered necessary, suitable work instructions have also been prepared for reference and use by concerned personnel. 
As SMSA has identified significant environmental aspects and safety hazards / risks associated with the various operations, activities, services, etc.; SMSA take all effort to ensure that procurement of materials, equipment, tools, etc., are conducted while taking the safety OHS requirements and the environmental aspects, as major input to the purchasing selection decision making. 
wherever not carried by SMSA staff, OHS hazards and risks, as well as environmental aspects, have been communicated to contractors, suppliers, or other partners to ensures that outsourced and contracted processes are controlled while the assigned jobs are carried away, following various formats and communication channels, as appropriate. These may include precautions to be taken in transporting shipments, packing and any instructions prepared by the supplier organization for proper storage, handling, use including any precautions to be taken by personnel and treatment in case any person has been exposed to their harmful effects. A specific procedure to ensure that contractors and out sourced services will follow SMSA EHS system has been developed and titled as “Contractor and out Sourced Services Management”. 

Consistent with a life cycle perspective, SMSA does:

a) Establish controls, as appropriate, to ensure that its environmental requirements are addressed in the design and development process for the product or service, considering each life cycle stage;

b) Determine its environmental requirements for the procurement of products and services, as appropriate;

c) Communicate its relevant environmental requirements to external providers, including contractors;

d) Consider the need to provide information about potential significant environmental impacts associated with the transportation or delivery, use, end-of-life treatment and final disposal of its products and services.

8.2 Emergency Preparedness and Response 

SMSA has established and documented a procedure for identifying potential for and response to accidents and emergency situations, and for preventing and mitigating the occupational Health or the environmental impacts that may be associated with them (Doc# 2623). This procedure and the associated plans are reviewed and revised wherever necessary, in particular, after the occurrence of any accident or emergency situation. Plans made under this procedure are periodically tested to evaluate their effectiveness.
9
Performance Evaluation

9.1
Monitoring, measurement, analysis and evaluation

9.1.1 General
SMSA have established systems needed for monitoring, measurement, analysis and improvement, to demonstrate conformity of the services, as well as to safety and environmental conditions, including need to monitor and measure key characteristics of operations and activities having significant impact on the environment, or contributing to OHS risks, to ensure conformity of regulations, and to continually improve its effectiveness. Applicable methods have been determined including any statistical techniques.

SMSA have established suitable methods and criteria to monitor and, where applicable, measure EHS processes to demonstrate their ability to achieve planned results. MD and EHS MR review their effectiveness by evaluating achievements during their planned reviews. Wherever performance is judged ‘needs improvement’ or specified targets are not achieved, suitable actions are taken for improvement of concerned processes.

Monitoring and measurement are carried out at appropriate stages of business realization, maintenance, etc. Test and inspection records are maintained to demonstrate conformity to EHS requirements. Records of approval or permits by relevant authority (NCEC) are maintained. Regular monitoring and analysis of consumption rates (relevant electricity and water) is done. Experienced contractor personnel regularly (on a pre-determined schedule) visit the site to monitor / inspect safety and fire control systems. Based on the results of this analysis, company evaluates compliance with relevant requirements, legislation and regulations. Environmental performance is to be communicated internally and externally. Evidence of monitoring and evaluation is to be documented. 

9.1.2 Evaluation of Compliance

SMSA has established and is maintaining documented procedure to monitor and measure, on a regular basis, the key characteristics of its operations and activities that can have a significant impact on the environment (Doc# 2626).

SMSA has established and is maintaining a documented procedure for periodically evaluating compliance with relevant EHS legislation and regulations, as well as with other requirements which SMSA subscribes to (Doc# 2629). Procedure includes recording of information to track performance, relevant operational controls and conformance with the regulatory EHS requirements.

9.2      Internal Audit

SMSA has established and is maintaining a documented procedure (Doc# 2627) for conducting internal audits to determine whether the EHS Management System is effectively implemented and maintained, and confirms to ISO 14001:2015 and ISO 45001: 2018 requirements and to company’s established management system requirements. The audit procedure covers audit scope, frequency and methodologies, as well as the responsibilities and requirements for conducting audits and reporting results. Internal audit program, including any schedule, is based on the importance of the activity concerned and the results of previous audits relating to environmental, health & safety. Audits are followed up by reports and corrective / preventive action requests, which are then tracked and relevant actions verified to evaluate compliance and effectiveness of the actions taken.

9.3      Management Review

SMSA has established and is maintaining a procedure for management review (Doc# 2634) of various management systems implemented by the company. Authority and responsibility for review is with the MD. MR assists him in the process of review. For this purpose, MR coordinates with all Process/Departmental Heads for collection and analysis of data needed for an objective review to ensure continuing suitability, adequacy and effectiveness of the system. This review is conducted 4 times a year, and includes assessing opportunities for improvement and the need for changes to the system, including the environmental/health & safety policy & objectives and performance of system and its processes. MR maintains records of these reviews.

Top management of SMSA has decided to align the review of all its Management Systems with preparation of yearly performance reports. Inputs to this review necessarily include information on possible needs for changes to policies, objectives and other requirements of management systems, internal/external audit results, communications with governmental and other interested parties, status of CA/PA, follow-up actions on previous reviews, changes that could affect the systems in view of changing circumstances, and recommendations & commitment to continual improvement. 

Output of this review results in any decisions and actions related to improvement of effectiveness of management systems and its activities/processes, improvements related to environmental, health and safety performance. 
10
Improvement

10.1
General
SMSA determine opportunities for improvement and implementing necessary actions to achieve the intended outcomes of its environmental management system

10.2   Incident Analysis, Nonconformity, Root Cause and Corrective Action

SMSA has established procedures which is implemented and maintained to record, investigate and analyze incidents (this database is maintained centrally by the Quality department). This analysis is used further develop the system and to eliminate any deficiencies or short comings in the system (Doc# 2623). The procedure defines responsibility and authority for handling and investigation of accidents, incidents and non-conformances; taking action to mitigate any adverse effects/impacts caused on environment, health & safety of personnel. Employees and interested parties are informed of the outcome of incident investigations.

SMSA, under an established procedure (Doc# 2606) takes appropriate action(s) to eliminate the cause of EHS nonconformities and to prevent recurrence. Root cause analysis is a major tool utilized for this purpose. The procedure defines responsibility and authority for initiating and completing corrective and preventive actions; and confirmation of the effectiveness of these actions. Any corrective and preventive action taken to eliminate the cause of actual and potential non-conformances are appropriate to the magnitude of problems and commensurate with the environmental impact and OH&S risk encountered. All these actions are reviewed through the risk assessment process prior to implementation. Any changes in the documented procedures resulting from corrective actions are implemented and recorded.

10.3   Continual Improvement

SMSA strives to continually improve the suitability, adequacy and effectiveness of the environmental management system to enhance environmental performance. This is done through several tools including most of the activities and tools listed above. Also going forward SMSA will ensure that purchases are environmentally friendly and continuously replace existing non environmentally friendly equipment and products.
xvi.
EHS list of Operational Controlled Procedures
	DOCUMENT NUMBER
	PROCEDURE TITLE

	2653
	SAMACO

	2614
	Electric Safety

	2616
	Fire Management

	2635
	Medical Situations Management

	2625
	Drill Procedure

	2674
	Work permit procedure

	2650
	Raw materials life cycle assessment procedure

	2641
	Pollution control, waste management and recycling policy

	2617
	Handling dangerous goods procedure

	2632
	Spill Management and Control Procedure

	2619
	Hazard Assessment for PPE selection

	2631
	Lockout Tagout procedure


xvii. Statement Sets
Following statement sets links the clauses of the two standards to the procedures implemented in SMSA. 
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