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	Coaching & Training Acknowledgment

                       Owner / Department: IBU-KWT,SSC





	Date:-
	

	City:-
	

	Service Center Name:-
	

	Trainer Name:-
	

	Service Center  Staff Name:-
	

	Shift:-  AM/PM
	

	
	

	
	Service Center Staff Acknowledgment & Comments

	1. Guide Training & Password
	

	2. Service Center Filling System
	

	3. CORE Training
	

	4. SRG use & checking 
	

	5. IP shipment required Forms as per SRG
	

	6. Updated Price list for all services
	

	7. Staff aware about all the services
	

	8. Complete all the AWB Details
	

	9. High Value Procedures as per Guide
	

	10. Commitment as per Guide
	

	11. Shipper ID Must be written on the AWB
	

	12. Shipper ID Copy for by Air shipments
	

	13. Consignee details & ID number in the POD sheet
	

	14. Separate Manifest for High Value Shipments
	

	15. Pre Alert for High Value Shipments
	

	16. POD have to updated on CORE with no fail
	

	17. Cross-tally the HAL shipment before Signing the Manifest
	

	18. Update shipment status on CORE for 15 working Days
	

	19. Shipments has to be arranged by day wise 
	

	
	


Service Center staff:
I do understand all the above mentioned points as acknowledge and I will follow-up all as per company policy, I will take the full responsibility in case of any mistake.

Service Center staff Name: ……………………………………….. EMP# …………..    Signature: ……………………………..

Trainer Comments and recommendation: - 
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