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	QR Business Cards - Policy
Owner/ Department: Marketing Department



	Brief
	This policy or procedure is design to reduce the production of employees business cards from 2023.

	Purpose
	It is being implemented in consideration of CSR and wastage of paper. 
Introduction of new QR Business Cards will be a plus for SMSA since employees will have no need to handover the business card to the possible customer/client; it can be saved to smart devices by scanning the QR Code.
Upon Scanning Customer/Client can save the contact details with the Pop-Up screen. 

	Persons Affected
	All departments in KSA / IBU

	Procedure:
	Implementation: 
· This policy will be implied starting from 2023, 
· Will reduce the production.
· Employees will no longer be given a bulk quantity.
· Cut-off to the wastage of paper and printing in-case of any resignation.
· East-to-save contact details for the team to engage.
· Innovative QR Codes can be used for the longer periods.

Development:
· The steps in development include drafting the concept, design of the business card with QR Code, platform to redirect the QR Code. Product Development procedure can be followed by keeping the following points;
· Employee needs to raise a request on SSHR system and provide all the details.
· Purchasing department will communicate with Marketing to design a business card.
· Once the design is ready, Marketing will share the design to purchasing department.
· Purchasing department will process the request after the confirmation of end user on the business cards.

Note: Marketing reserved a right to change the title / position of employee in Arabic / English as per the need.

	General
	· Any exception to this policy must be approved by the Director Sales & Marketing.
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