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



	Overview
	SDC staff must ensure the following steps are followed for handling & processing SCB shipments. 

	Person Affected
	Dispatcher, Project Coordinator, Couriers & SMSA employees

	Scope of Project
	Pick up, Validation & delivery of SCB shipments. 

	Instruction
	Receiving Shipments: 
· Courier pick up the shipments from customer location as per schedule time.
· Courier should ensure that shipments tally with manifest & any discrepancy should be reported to Dispatcher same time.
· Courier hand over the shipments with manifest copy to Dispatcher.
· Dispatcher cross verify the count of shipments with the manifest & the data received from customer.

   Storage: 
· Shipments are kept in dual control fire proof safe cabinet stored in number sequence.

Data upload:
· Dispatcher/Project Coordinator uploads file into SDM System.
· Send encrypted file with password to Customer Service Supervisor for validation.

    Validation: 
· CS Supervisor to assign agents for validation.

Validated Shipments Pullout & Labelling
· Project Coordinator/Dispatcher takes validated manifest from system & shipments are pulled out from cabinet.
· Project Coordinator / Dispatcher prints the AWB label from system.
· Project Coordinator / Dispatcher should ensure to verify the address details
In AWB & on the shipment matches while labelling.

    Scan:
· Project Coordinator applies Dispatch out & Operation in scans.

Sorting: 
· Dispatcher/ Dispatcher sort shipments according to courier routes.
Dispatch:
· Dispatcher scans the shipments which are ready for delivery & Creates delivery record. 
· SCB shipments should not be mixed with other projects while creating delivery record.
Delivery:
· Dispatcher / Project coordinator / Courier verify & tally the shipments against delivery order.
· Courier should ensure the ID’s are verified & matched before delivery.
· Courier should ensure that delivery records are properly filled.
· Courier should inform dispatcher same time in case of an incident.
· Courier should apply appropriate scan for undelivered shipments.
· No third-party delivery is allowed unless approved by SCB in written.
· For any third-party delivery a copy of ID is retained along with delivery order.

 Undelivered Shipments:
· Dispatcher / Project Coordinator verifies the reasons of undelivered cards & appropriate action is taken.

 Filling & Recording:
· All delivery records are filed on daily basis.

RTS:
· Dispatcher monitors shipments which are due for retention.
· Retention period of 60 days to be maintained for daily cards & 120 days for project-based cards & confirmation from Bank for returning the shipments.
· Dispatcher prepares the excel manifest for RTS shipments & return the shipments.
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