	[image: image1.png]SIS L





	Service Center Scans Policy
 Owner/Department: IBU – BAH, Service Center



	Brief
	SMSA Service Center executives are supposed to scan all packages in the Service Center with appropriate scan and locations that allows shipment to be tracked through SMSA System.

	Purpose
	To define type of scan and frequency that contributes in identifying and or tracking the life cycle of the package in the Service Center. 

	Responsibilities
	Service Center Executive required to perform scans for all shipments 
Service Center Supervisor to monitor scan compliance and ensure the process is followed accurately. 

	Guidelines
	Scans have to be performed for all shipment that arrive or leave the Service Center described in the below circumstance 

· New Cash Shipment received from a walk-in customer (Cash or Account)
· Shipment arrived from Ops or SDC for Hold at Location 

· Shipments that are send back to Ops or SDC from Service Center
· Shipments that are delivered from the Service Center 

· Shipments that are held in Service Center (for any reason)

Type of scan and description: 

Type of Scan

Description

Frequency

PUP 

Pick up Scan performed for any new cash / credit shipment accepted / received at the Service Center 

Once

RTI

Service Center In Scan when a shipment is received from Ops / SDC 

Once

HAL

RSC HAL Day – This scan is performed for all shipments held in Service Center from Day2 of receiving 

Daily

DEX 29

Reroute requested scan when customer or CS have instructed to change the mode to delivery from HAL

Once

DEX 14

Return Process scan applied when the shipment completed the 7 days at Service Center 

Once

STAT 57
Scan when shipment manifested on the OPS/ SDC manifest but not physically received
Once
STAT 37

Scan when package received damaged

Once

DEX 07-6

Consignee request to open package before acceptance 

Once

DEX 07-8

Shipment refused by recipient 

Once

DEX 93-5

Scan when shipment received but Customs Duty Invoice not received 

Once

PUX 43

Scan when shipper booked the shipment with SMSA Service Center but later cancelled the shipment

Once

Comment

Scans when calling customers for packages held at Service Center: No Response/Mobile Switched-off/ Requested Future Pick up / Wrong Number etc.

Daily

PMX

Service Center PMX scan to be done at the end of day for all shipments held in the Service Center not delivered or returned 

Daily

POD

Proof of delivery scan to apply for all shipments delivered from the Service Center 

Daily

Note: All scans performed from the Service Center except POD has to be physical shipment with airwaybill. Advance PDA scans are not permitted and any intentional misdeclaration of scan may be considered violation to this policy. 
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