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	                 Proof-of-Delivery (POD) Policy
                       Owner/Department: SMSA Service Center (SSC)



	Brief
	SMSA Express performs a documented, signed, proof of delivery at the time of shipment delivery to consignee.

SMSA express performs POD scans to indicate when any shipment is delivered.

	Purpose
	Performing proof of delivery gives customers indication when their shipments has been delivered and who deliver them. 

This gives better information, better service quality and prevents SMSA Express from any legal issues pertaining to shipment delivery.

	Responsibilities
	· SSC Executive: is responsible of obtaining POD and do proper scans.

· Area SSC Supervisor: should ensure that REs are following this Policy literally.

· Regional SSC Manager: follow the status of the POD regularly.

	Guidelines
	POD is highly connected to the following policies and procedures, thus, refer to them:

· HAL.

· Scanning.

· Reporting.

· Undeliverable shipments.

· Cash on Delivery.

POD form
Workflow
Procedure

The SSC Executive:

1. Contact recipient:

1. Call the recipient on the telephone number mentioned on the AWB.

2. If he did not respond (at least three time per shift), call the sender on the telephone number printed on the AWB. 

3. Inform the next shift’s RE(s) about the shipment.

4. Keep the shipment for (15) days. (Refer to HAL Policy).

5. Repeat (1) & (2) every day of the HAL period (15) days. 

6. Then it can be considered as undelivered shipment. (Refer to Undelivered shipments Policy).

7. If the recipient respond:

· Explain to him that he has a shipment.

· Give him shipment details: sender’s name, weight, number of pieces and any other information he need.

· Describe the location in details and ensure the customer know how to reach the SSC.

· Ask him if he will come himself or he is going to send someone else to collect the shipment:

· If he will come himself, ask him not to forget to bring his ID.

· If he will send someone else, ask him whether to give him authorization letter or copy of his ID. 

2. Open the shipment in front of the recipient to check contents lose or/and damages.

3. Perform the appropriate delivery scans/entry (POD) for each delivery you complete, including number of pieces in the MPS (Refer to Scanning Policy)

4. Complete delivery record: 

1. Ensure that the name of the SSC Executive(s), shift and SSC details are completed.

2. Write AWB number. 

3. Write the total number of delivered packages. 

4. Write service and time. 

5. Write any exceptions. 

6. Write recipient name.

7. If the recipient comes himself, write recipient’s ID number.

8. If he authorized someone else, keep copy of the authorization letter or/and copy of recipient ID, attach it with the POD. 

5. Signature: 

1. RE should obtain consignee’s signature on the delivery record upon delivering the shipment. Which is treated as POD (Proof of Delivery)
2. Show the recipient where he should sign.

6. Separate the Air Waybill and distribute the copies as follows: 

1. Give the recipient a copy (recipient copy). 

2. Keep the destination copy and file it.

7. COD: refer to COD Policy
SSC Supervisor:

1. Make sure this policy is followed.

2. Check the PODs and filing daily.

3. Report POD status weekly to RRM.

POD Form:


Page 1 of 3
Uncontrolled copy if printed



[image: image1.png]