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	Brief
	SMSA SSC management controls the company supplies items.

	Purpose
	To maintain a healthy level of inventory to eliminate unnecessary supply shortage, supplies misuse or supplies mishandling that may jeopardize business.

	Responsibilities
	SSC Executive:
Fill the supplies control sheet. 
Fill daily supplies inventory.

Area SSC Supervisor:
Monitor routine supplies consumptions in his area.
Monitor emergency supplies consumptions in his area.
Collect daily inventories and forwarded to RRM

Regional SSC Manager:
Control the routine supplies orders to all SSC in the Region.
Control the emergency supplies orders to all SSC in the Region.
Monitor the supplies consumption and cross-tally it with the Region’s Sales.
Investigate any wastage of supplies, if the consumption is up-normal he may handover the case to QRM through the NRM.

National SSC Manager:
Control Supplies kingdom-wide.
Minimize supplies wastage kingdom-wide.

	Guidelines
	All kind of supplies should be monitored by all SMSA SSC employees.
The supplies wastage should be minimal.
Up normal supplies wastage should be reported to QRM Department.

Procedure

SSC Executive:
Coordinate with SSC Supervisor for routine supplies order or for any emergency order.
Monitor the supplies consumption in his SSC.
Daily monitory of supplies status.
Fill the supplies control sheet and submit it to his direct area supervisor every week.
Add inventory of supplies report to daily cash and credit sales.

Area SSC Supervisor:
Gather the supplies control sheets and submit them to the SSC Manager every month.
Monitor the supplies consumption and cross-tally it with the SSCs’ Sales.
Investigate any wastage of supplies (by SSC, by shift, and by SSC Executive) and submit the results and/or comments to the SSC Manager.
Make routine supplies inventory and cross-tally supplies against SSC sales report.

Manager - SSC:
Monitor the supplies consumption and cross-tally it with the SSCs’ Sales KSA.
Create ways to keep supplies wastage minimal.
Monitor supplies cost and cheaper alternatives in coordination with Finance.






[bookmark: _Hlk153133482]Page 1 of 4	            Uncontrolled copy if printed	

image1.png




