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	               Service Centres Routine Visits Policy                       
Owner/ Department: IBU – BAH, Service Centre



	Brief
	SMSA  XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx." aims to provide distinguished services through its Service Centers.

	Purpose
	Ensure policies and procedures are followed.

Ensure of compliance of policies and procedures by Respective members.
Minimize the gap between the management and the front-line staff.

	Responsibilities
	1. Service Center Supervisor XE "Retail Supervisor (RS): SMSA Express employee who directly supervise Retail Executives in number of retails"  is responsible to visit Service Centers under his  area of responsibility 
2. Sales Manager CS & Service Center is responsible to visit all Service Centers in the country 

	Guidelines/ Procedure

	Supervisor - Service Center 
1. Should visit RSC weekly under his area. 
2. Monthly minimum 4 Routine Visit Report per RSC should be completed by conducting actual checks and true scoring. Action required and the scoring on each aspect to be explained to the REs and acknowledgement should be obtained.  Open tickets for support required and follow ups to be made for action. Hard copies of the report have to be maintained in the file in his office.
3. Ensure that the Service Center Policies and Procedures are followed.
4. Any issue identified are escalated to the Sales, CS & Service Center manager and follow up to ensure any action points open are fixed and closed. 
Sales, CS & Service Center Manager 
1. Should visit RSC at least once a month under his area. 

2. If any noncompliance has been noticed email communication to the Service Center Supervisor and follow ups to be made for action. 
3. Ensure that the Service Center Policies and Procedures are followed.
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