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	SSC Customer Duty Charges Collection Policy                       

Owner/Department: IBU-KWT,SSC               




	Brief
	All Service Center staff receiving customs duty for the international inbound dutiable HAL shipments should handle it very carefully and remit the same timely to the bill collector/finance/bank etc. 



	Purpose
	To Control Company’s customs duty funds.

	Responsibilities
	Department managers should ensure that staff handles customs duty in most appropriate manner. 

Service Center executives remits customs duty timely 

It is the prime responsibility of Service Center executives than they should handle and remit cash collected against customs duty in the most proficient manner. 



	Guidelines/ Procedure

	1. In bound IP HAL with Custom Duties forwarded to Service Center centers should have the Custom duty paper works specifying the duties and taxes amount during transfer/handover to Service Center centers. 

2. Custom Duties Shipments without the proper paper works and labels should never be accepted in a Service Center unless authorized or instructed to be by the Service Center Supervisor or Sales Manager. 

3. Recipient of shipments with custom duty charges should be informed through telephone call by the Service Center employee advising the exact amount to be paid upon pick up of the shipment from the Service Center. 

4. A receipt voucher should be issued accordingly to the customer after payment for the custom duty charges. 

5. All Custom duty payments received from customers should be remitted along with the daily cash revenue as per Cash collection business rules and policies. 

6. Service Center employees proven to have failed to comply with the cash collection policy and business rules after QRM investigations will be subjected for disciplinary action or termination of employment services with SMSA based on the gravity of the offense or on the grounds of dishonesty as per company policy.
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