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	Brief
	SMSA management is holding SMSA Service Center (SSC) management full responsibility to implement follows and updates all Policies & Procedures.

	Purpose
	SMSA wants to ensure all SMSA Service Center (SSC) Policies and Procedures are implemented, followed, and regularly updated by SMSA Service Center (SSC) management.

	Responsibilities
	SMSA Service Center (SSC) Manager is:
The custodian of this manual in front of SMSA management.
Responsible to ensure all SMSA, SMSA Service Center (SSC) Policies & Procedures are followed in all SMSA Service Center (SSC)s Kingdom-wide.
Follow-up any updates in SMSA Policies & Procedures and communicate it to the SMSA Service Center (SSC) Regional Managers.
Ensure every SMSA Service Center (SSC) kingdom-wide has a copy.

Regional SMSA Service Center (SSC) Manager is:
The custodian of this manual in front of the SMSA Service Center (SSC) Manager.
Responsible to ensure all SMSA, SMSA Service Center (SSC) Policies & Procedures are followed in all SMSA Service Center (SSC)s within the region he manages.
Follow-up any updates in SMSA Policies & Procedures and communicate it to SMSA Service Center (SSC) Supervisors and SMSA Service Center (SSC) Executives.
Ensure that every SMSA Service Center (SSC) employee, within the region he manages, receive ONE copy of this manual.
Ensure that every SMSA Service Center (SSC) employee has read and understood this manual (official SMSA Service Center (SSC) employee signature should be obtained).
Collect and follow-up any proposed amendments or/and changes in this manual, and submit them to the SMSA Service Center (SSC) Manager.
Make a random check to ensure that Policies and Procedures are followed.
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