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	                            SDC-Courier Work Instructions
Owner/ Department: IBU-BAH, Operations



	Overview
	SDC courier should follow the below instructions while delivering shipments

	Person Affected
	Couriers, Dispatcher, Project Coordinator

	Sl. No
	Name of Project
	Page no

	1
2
	  Standard Charted Bank 
   IVS





	
























	01
02








1. SCB

	· SCB shipments should not be mixed with other projects shipments while creating Delivery Records.

· Courier should verify & tally the shipments against delivery order before leaving station.

· Do not deliver any SCB shipment with wrong ID. Review the customer ID # while attempting normal delivery for any SCB shipment .In case of Mismatch or incorrect ID, the card should be returned to branch. 

· Courier should cross verify the name & address details on the AWB against the address on the envelope before delivery.

· If card holder refuses for ID verification, the card should be returned to branch.

· Courier should not deliver SCB shipment to third party.

· Third party delivery should only be done when written approval from SCB is obtained & Dispatcher approves to deliver.

· For any third party delivery ID copy should be obtained, if customer refuses to provide the ID copy, shipment should be returned.

· SCB shipments should be attempted for delivery for three times.

· Be polite with customer. Courier should not argue with customer.

· In case of any disagreement with customer, Courier should call dispatcher same time & should follow the necessary steps as advised.

· Any incident related to delivery should be reported to SDC dispatcher/Project Coordinator same time.
E.g. Customer using foul/ abusive language, Customer not willing to share ID copy. 








2. IVS

	· IVS Shipments should not be mixed with other projects shipments while creating Delivery Records.

· Courier should verify & tally the shipments against delivery order before leaving station.

· Review the customer ID # or IVS payment slip while attempting normal delivery for any IVS shipments.

· If actual customer is not available, third party delivery should be done by verifying the payment slip from IVS.

· IVS Shipments should be attempted for delivery three times.

· Be polite with customer. Courier should not argue with customer.

· In case of any dis agreement with customer, Courier should call dispatcher same time & should follow the necessary steps as advised.

· Any incident related to delivery should be reported to SDC dispatcher/Project Coordinator same time.
E.g. Customer using foul/ abusive language, Customer not willing to share ID copy. 
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