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	Demobilization Policy
Owner/ Department: Corporate



	Purpose
	The purpose of this policy is to make sure every SMSA demobilization, closure, relocation, project exit, or major operational reduction is planned, approved, documented, and completed in a controlled way.
The policy protects SMSA from avoidable loss, continued cost, customer disruption, uncontrolled people or asset movement, open contracts, active system access, legal or regulatory exposure, safety and security issues, and risks that remain after operations stop.
Stopping work does not by itself complete a demobilization. Final closure is reached only when the required people, assets, customer property, contracts, systems, financial and legal matters, incidents, investigations, and risks have been cleared or formally transferred to an accountable owner, and the required final sign off is complete.
Each function must carry out its demobilization activities in accordance with its applicable approved policies, procedures, work instructions and controls. This policy defines the overall demobilization requirements and does not replace departmental processes.

	Scope
	This policy applies across SMSA to countries, functions, departments, business units, regions, stations, warehouses, hubs, service centers, offices, projects, and operational sites controlled or operated by SMSA.
It applies to permanent, temporary, customer dedicated, leased, outsourced, 2PL, 3PL, and other logistics operations, including where work is moved from one location or provider to another. It applies when there is:
· Closure or relocation of a warehouse, hub, station, service center, office, or customer site.
· Completion, cancellation, loss, reduction, or transfer of a customer contract or project.
· Consolidation of facilities or movement of work to another SMSA location.
· Outsourcing, insourcing, or a significant change in the operating model.
· Expiry or early termination of a lease.
· Reduction or cancellation of outsourced manpower or other third party services.
· Emergency closure or another event that requires an operation to stop or move quickly.
The policy covers SMSA employees, outsourced manpower, suppliers, contractors, customer property, SMSA owned assets, leased or rented assets, vendor owned assets, and customer owned equipment while under SMSA control.
Controls must be proportionate to the size and risk of the change. A Major Demobilization requires the full Demobilization Plan and applicable functional clearances. A smaller closure or relocation may use a simplified closure checklist where there is no significant customer, people, asset, contract/lease, regulatory, financial, safety/security, IT/data, or business continuity exposure. Where there is doubt, the Business / Project Owner must consult the relevant functions before using the simplified route. Management of Change Policy and Forms must be considered before making any change.

	Responsibilities
	Business / Project Owner
Initiates the demobilization, appoints the Demobilization Lead, confirms whether the full or simplified route applies, ensures required functions participate, and remains accountable for final closure under the current authority as per approved Org Chart.
Demobilization Lead
Coordinates the plan or checklist, action tracker, evidence, handovers, functional clearances, unresolved item escalation, and final sign off pack. At the start, the Lead records which functions must provide final clearance.
Operations / Business Function
Owns operational closure or transfer, including shipments, customer property, open work, continuity, and handover.
Human Resources (HR)
Controls SMSA employee transfer, reassignment, separation, clearance, and required HR/receiving manager records.
Sales / Commercial
Owns customer/commercial exit obligations and customer communication, working with the Logistics / Project Owner and Legal where applicable.
Contract Owner
Identifies and formally closes, transfers, reduces, or reassigns contracts owned by the function and remains accountable until written evidence is obtained.
Purchasing
Handles Purchasing processes, POs, sourcing arrangements, and procurement commitments within its control. Purchasing is not the blanket owner of facility, logistics, project, or customer contracts.
Finance / Insurance
Coordinates financial closure and insurance impact, including open obligations, required coverage changes or broker/insurer action, claims, deposits, guarantees, and known continuing financial exposure.
Inventory Department
Controls the SMSA asset register, reconciliation, approved movements, auction referrals, disposal records, and identification of third party items for return.
Fleet
Confirms the condition, movement, return, or decommissioning of vehicles and other specialist equipment under its control.
Information Technology Department (ITD)
Owns IT asset, system, access, data, license, and technical/data clearance actions during demobilization.
Facilities / Administration
Owns facility, lease, landlord, site service closure and site handover, including utilities and facility services.
Security / EHS (Where applicable)
Maintains safety, security, fire/life safety, access, and environmental controls until physical handover is complete.
Legal
Provides legal and regulatory review, manages formal legal/regulatory actions within its control, and advises the accountable business or functional owner. Contract and corrective action ownership remains with the responsible business function.
Quality & Risk Management (QRM)
Provides risk oversight, supports incident/investigation requirements and confirms appropriate transfer of open risks. QRM will verify implementation of applicable demobilization requirements as part of its scheduled departmental/process audits, where applicable. Responsibility for implementing the required controls remains with the respective department.
Receiving Location / Receiving Manager
Confirms readiness and formally accepts transferred people, assets, customer work, systems, and responsibilities.
Internal Audit
May independently review the process and evidence but does not operate the demobilization or approve management actions.
This policy does not create or change approval limits. Approval authority remains governed by the current SMSA Authority as per approved Org Structure and other applicable approved governance policies where available.

	Definitions
	Demobilization: The controlled process of reducing, relocating, transferring, or ending an operation and clearing or transferring its people, assets, customer items, contracts, systems, financial matters, obligations, and risks.
Major Demobilization: A closure, relocation, project exit, or operating reduction that may significantly affect customers, manpower, assets, a facility or lease, regulatory obligations, financial exposure, safety/security, IT/data, or business continuity. Where the impact is uncertain, the full process should be used until the appropriate route is confirmed.
Closure: Permanent or temporary stopping of an SMSA operation, location, project, or service.
Relocation: Moving an operation, employee, asset, customer activity, or responsibility from one SMSA location or operating arrangement to another.
Last Operating Date: The planned or actual date on which normal operations stop at the location, project, or operating arrangement.
Physical / Site Handover: The point at which a site, facility, or physical area is formally handed to the landlord, owner, receiving location, or other approved party. This does not by itself mean final demobilization closure is complete.
Final Closure: The point at which all required clearances and approvals are complete and any permitted outstanding matters have a named owner, action, target date, and accepted risk position.
Business / Project Owner: The manager accountable for the operation, site, contract, or project being demobilized.
Contract Owner: The SMSA department or manager that owns a commercial, operational, facility, manpower, IT, lease, or other contract and is responsible for making sure its obligations are closed or transferred.
Demobilization Lead: The person appointed to coordinate the demobilization and maintain the plan or checklist, actions, evidence, clearances, and sign off.
Receiving Location: The SMSA location, project, department, or approved third party that accepts transferred work, people, assets, inventory, or responsibilities.
SMSA Asset: SMSA owned equipment or property recorded or controlled through the SMSA asset/inventory process.
Third Party Manpower: Workers supplied by an outsource company, manpower provider, contractor, or other third party.
Outstanding Obligation: Any unresolved financial, contractual, legal, operational, customer, employee, asset, system, incident, investigation, or risk matter that continues after normal operations stop.
Evidence: A record that shows an action was completed, such as an approval, system record, signed form, invoice, asset record, photograph, email, ticket, access log, scan record, or handover record.

	Guidelines
	1. Policy Statement
Every demobilization must follow the same basic control flow:
1. Decision / Trigger
2. Initial Risk Review
3. Plan /Checklist
4. Required Approval
5. Execution
6. Verification
7. Final Sign off 
8. Risk and Record Closure
· No major operation may be closed or relocated outside this process.
· No employee may be left without a documented work status or receiving owner.
· No SMSA asset may be moved, returned, auctioned, disposed of, or handed to another party without the required Inventory control, approval, and supporting record.
· Stopping use of a supplier or leaving a site does not by itself cancel a contract.
· A location is not finally closed while customer property, significant assets, cash/COD, active access, significant obligations, or unacceptable risks remain without an approved owner and action.
· Segregation of duties must be maintained for auction, disposal, write off, waiver, settlement, and other financial actions where required.
· Facility keys and access must be controlled in accordance with the current Access Control Policy.
2. Starting the Demobilization
As soon as management knows that an operation may close, move, reduce, transfer, or end, the Business / Project Owner must start the demobilization process. Waiting until the last operating day is not acceptable.
· Name the Business / Project Owner and Demobilization Lead.
· Record the reason for the change and whether the full or simplified route will be used.
· Complete the MOC form as per the Management of change policy
· Set the planned Last Operating Date, Physical / Site Handover date where applicable, and target Final Closure date.
· Identify the receiving location or replacement operating arrangement, if any.
· Identify the functions that must participate and provide final clearance. Record these in the plan or checklist at the start and update them if the scope changes.
· Start the initial risk review and action tracker.
3. Exit Risk Must Be Considered When a New Major Project Starts
Demobilization should be considered when a new major project or operating arrangement is approved, not only when it ends. The Business / Project Owner must consider foreseeable exit obligations as part of the business case, contracting, and go live process.
· The likely outcome for SMSA employees and outsourced manpower, including contractual notice or reduction requirements.
· Ownership and end of project treatment of SMSA owned, customer owned, supplier owned, rented, leased, or borrowed equipment.
· Customer, vendor, manpower, facility, lease, technology, and other contracts, including notice periods, deposits, guarantees, and continuing obligations.
· Customer property, IT/data, access, legal/regulatory licences or permits, and obligations that may remain at exit.
· Insurance and business continuity requirements where the exposure, assets, or work will move or end.
· Reasonably foreseeable exit and demobilization costs.
Significant exit risks identified at project approval must be recorded and managed under the SMSA Risk Management Policy. Major contracts should contain appropriate exit, notice, asset/data return, access removal, handover, final settlement, and continuing obligation requirements.
4. Demobilization Plan and Risk Assessment
A written Demobilization Plan is mandatory for Major Demobilizations and must be approved before physical demobilization starts, except where urgent action is required in a genuine emergency. Smaller changes may use the approved simplified closure checklist.
The plan or checklist must cover the areas that apply to the demobilization, including:
· Site/project details, reason, key dates, Business / Project Owner, Demobilization Lead, and required functional clearances.
· Customer communication, service continuity, shipments, customer inventory/property, and COD/cash where applicable.
· SMSA employees and outsourced/third party manpower.
· Assets and equipment, including ownership and approved destination.
· Contracts, leases, landlords, utilities, vendors, and site services.
· IT assets, systems, access, data, licences, telecom, and technical clearance.
· Finance and insurance matters, including known costs, claims, deposits, guarantees, and required coverage action.
· Legal/regulatory licences, permits, notices, inspections, open NCs/corrective actions, and other continuing obligations.
· Safety, security, environmental controls, and receiving location readiness.
· Risks, outstanding actions, responsible owners, target dates, and required approvals.
The risk assessment must be completed before execution and updated if conditions change. Risks must be assessed, treated, escalated, accepted, or transferred under the SMSA Risk Management Policy. A risk does not close simply because the old site or project stops operating.
5. People and Third Party Manpower
HR must control all SMSA employee movements. The Demobilization Lead must provide HR with the affected employee list early enough for proper planning. Every SMSA employee must have one documented outcome: transfer, reassignment, or separation through the approved HR process.
For a transfer or reassignment, the record must show the receiving department/location, receiving manager, role where applicable, effective date, and employee communication. Verbal instructions or assumptions are not acceptable evidence.
Before an employee leaves the old operation, the relevant functions must clear or transfer assets, IDs/badges, keys, access, cash/advances, records, customer items, and work handover as applicable.
Outsourced and third party manpower must be managed as a separate workstream. The relevant business function must confirm the supplier, affected manpower, contractual notice/last working date, cancellation or reassignment requirement in liaison with the outsource management business function along with final vendor position, and return of SMSA assets/access. Written vendor confirmation must be retained where applicable.
6. Assets, Equipment and Customer Property
Before equipment is moved, returned, stored, auctioned, or disposed of, Inventory must complete or verify a physical count and reconcile the items to the SMSA asset/inventory records. SMSA owned items must be separated from rented, leased, customer owned, supplier owned, landlord owned, or other third party items.
Every asset or item must have one approved outcome:
· Relocate or redeploy an SMSA owned asset to another approved location, with Inventory movement and receiving evidence.
· Return rented, leased, borrowed, customer owned, supplier owned, landlord owned, or other third party property to its legal owner with appropriate return/handover evidence.
· Move SMSA owned surplus or obsolete assets to Inventory controlled holding for the approved asset management process.
· Dispose of or destroy unusable assets only through the approved SMSA process, with required clearance and asset register update.
Reuse or redeployment should be considered before auction or disposal where practical and approved. IT equipment or media containing SMSA/customer information requires ITD technical/data clearance before transfer, return, reuse, auction, or disposal.
Customer shipments, inventory, COD/cash, and other customer property must remain under normal custody, scan, security, and reconciliation controls throughout the demobilization. Final closure must not be approved while customer property or cash remains unaccounted for.
If an asset, device, document, or record may be evidence in an incident, claim, legal matter, or investigation, it must be protected and must not be wiped, altered, auctioned, disposed of, or returned in a way that damages the evidence until the responsible function confirms release.
Third party property must not be sold, disposed of or otherwise treated as an SMSA asset unless legal ownership has been formally transferred to SMSA.
7. Contract Closure and Reassignment
The Demobilization Lead must maintain one Contract Closure Register, but each contract remains owned by the department or manager responsible for that contract. Purchasing is not the blanket owner of contract closure.
· Customer/commercial contracts: Sales / Commercial with the Logistics / Project Owner and Legal as applicable.
· Logistics, 2PL/3PL, warehousing, transport, project operation, and subcontracted service contracts: the relevant Logistics / Project / Contract Owner, with Legal and Finance as applicable.
· Facility, lease, landlord, utility, cleaning, maintenance, waste, and other site service contracts: Facilities / Administration as the relevant Contract Owner, with Legal and Finance as applicable.
· Outsourced manpower contracts: the relevant Contract Owner, with HR, Legal, Finance, and the operating/facility function as applicable.
· IT, software, cloud, telecom, and technology service contracts: ITD / System or Contract Owner, with Legal and Finance as applicable.
· Purchase orders or sourcing commitments within the Purchasing process: Purchasing with the requesting department and Finance; Legal where needed.
Every contract must have one named SMSA Contract Owner. The Contract Owner must check the signed contract and amendments, complete the required notice/termination/transfer action, address deposits, guarantees, penalties, returns, data/access, and continuing obligations, and keep written evidence of the final status.
Where a customer project or facility closes, related vendor and site service commitments must be reconciled to the customer revenue or site handover date so SMSA does not continue paying for services that are no longer required.
8. Facilities and Physical / Site Handover
Facilities / Administration is responsible for the facility/property closure route. It must review lease notice, handover date, restoration obligations, deposits/guarantees, utilities, site services, keys/access, signage, and other facility obligations, working with Legal and Finance where required.
· Complete a documented landlord/owner/receiving party handover where applicable.
· Take dated condition photographs at final handover where practical.
· Do not hand the location back while SMSA/customer property, records, shipments, evidence, or significant site obligations remain without an approved arrangement.
9. IT Systems, Access, Data and Technology
ITD must be informed early enough to close or transfer technology safely. Access must be reviewed when employment ends, a contract or supplier service ends, a user transfers location/role, or the business need ends.
· Recover or transfer IT equipment and relevant devices.
· Review system, email, cloud, application, network, remote, privileged, shared, supplier, third party, and customer portal access.
· Remove or change access that is no longer required and change shared/administrator credentials where appropriate.
· Transfer, back up, return, retain, or securely delete SMSA/customer information as required.
· Cancel or transfer software licences, telecom lines, internet services, and support arrangements.
· Keep evidence of access removal, asset transfer, data action, and technical clearance.
10. Safety, Security and Environmental Control
· Safety and Security controls must remain effective until physical handover is complete.
· Dismantling, lifting, loading, transport, electrical isolation, contractor work, work at height, and equipment movement must follow applicable safety requirements.
· Reduced staffing must not leave doors, keys, access cards, alarms, valuable assets, customer shipments, or CCTV uncontrolled.
· Fire/life safety controls must not be removed before they are no longer required and the handover permits removal.
· Waste, e waste, batteries, chemicals, refrigerants, fuel/oil, hazardous materials, and controlled items must be stored and disposed of safely and legally.
11. Business Continuity and Receiving Location Readiness
Where work is being moved rather than stopped, the receiving operation must be ready before the old operation closes. The Business Owner must confirm, where applicable, that manpower, capacity, routes, space, equipment, security, IT/connectivity, customer interfaces, custody/traceability, and stakeholder communication are ready. A fallback plan must exist where cutover could fail or be delayed.
12. Financial and Insurance Closure
Finance / Insurance must review the demobilization before final closure. The review must address, where applicable, open POs/commitments, final invoices and accruals, claims and closure costs, deposits/guarantees/prepayments, cash/COD/advances, asset values and approved disposal entries, customer billing/recoveries, and other known financial obligations.
Finance / Insurance must also assess the effect of the closure, relocation, asset movement, or operating change on insurance. Required broker/insurer notifications, endorsements, transfers, cancellations, value changes, coverage continuity, premium impacts, and open claims must be recorded where applicable. Final closure must not create an uninsured exposure.
Any financial or insurance item that remains open after the Last Operating Date must have a named owner, action, and target date, with evidence retained where external confirmation is required.
13. Legal and Regulatory Closure
Legal must be involved where contract terms or risk require legal review, including early termination, disputes, penalties, waivers, claims, litigation, regulatory matters, government notifications, or other significant legal exposure. The responsible business function remains the Contract Owner or corrective action owner.
Affected licences, permits, registrations, approvals, regulator notices, inspection findings, penalties, open NCs, and corrective actions must be reviewed and recorded as cancelled, transferred, amended, renewed, retained, closed, or continuing, with the appropriate owner and evidence.
A regulator matter does not close when the site or project stops operating. Where formal surrender, transfer, amendment, inspection, clearance, or regulator confirmation is required, the action must be completed or an approved documented arrangement must be in place before final legal clearance. Any legal hold or evidence preservation instruction takes priority over normal destruction, return, auction, wiping, or disposal.
14. Incident Reporting and Evidence Protection
Any suspected incident, loss, shortage, theft/fraud, unauthorized asset action, unexplained financial discrepancy, safety/security issue, data/access issue, legal/regulatory event, or other reportable control failure identified during demobilization must be reported and managed under the current SMSA Incident Reporting and Investigation policy. Demobilization must not be used to delay, conceal, downgrade, or close an incident.
Relevant evidence must be protected. This may include CCTV, access logs, system records, shipment scans, GPS records, emails, contracts, invoices, photographs, devices, physical items, and witness information. An open incident or investigation may continue after physical handover, and the assigned owner remains responsible until formal closure.
15. Required Functional Involvement and Clearance
The table below identifies the minimum functional involvement and evidence normally required. It is a coordination and clearance matrix, not a separate authority matrix. The current authority as per approved Org structure and applicable HR, Finance, Legal, Inventory, Contract Owner, and other approved governance policy (where available) who may approve each action.
	Action
	Required Functional Involvement / Clearance
	Required Evidence / Note

	Start Major Demobilization
	Business / Project Owner + applicable Function/Regional Head
	Approved initiation/plan; approval under current authority as per approved Org structure.

	SMSA employee action
	HR + Business / receiving manager as applicable
	Approved HR transfer, reassignment, separation, or clearance record.

	Customer / operational contract exit
	Named Contract Owner + Sales / Operations + Legal / Finance as applicable
	Written cancellation, transfer, amendment, or continuing ownership evidence; obligations reconciled.

	Facility / lease / site exit
	Facilities / Administration + Contract Owner + Legal / Finance as applicable
	Notice and site handover; deposit/penalty/continuing obligation position.

	Asset / equipment movement or return
	Inventory + Asset Custodian / technical owner + receiving party or legal owner as applicable
	Movement, receipt, return, auction, or approved disposal evidence; register update.

	System / access / data closure
	ITD / System Owner + Business Owner; HR trigger where relevant
	Access removal/change and asset/data/licence clearance evidence.

	Finance / insurance clearance
	Finance / Insurance + Business / Project Owner
	Financial close status and broker/insurer evidence where required; no uninsured exposure.

	Legal / regulatory clearance
	Legal + relevant Business / Functional Owner
	Licence/permit/regulator status, notices/correspondence, open action owner and evidence where required.

	Final Demobilization
	Business / Project Owner + all functions recorded as required in the plan/checklist
	Final sign off under current authority as per approved Org structure. Any outstanding item must have an approved owner, action, target date, and risk position.


16. Final Physical Inspection and Final Closure
For a physical site, the Demobilization Lead must arrange a final inspection before handover. The inspection must confirm, as applicable, that assets and customer property are accounted for, confidential records and investigation evidence are protected, IT/security/access responsibilities are closed or transferred, waste and controlled materials are dealt with properly, utilities/site services are closed or transferred, and the landlord/owner/receiving party handover is complete. Photographs and supporting evidence should be retained where appropriate.
The operation may be declared finally demobilized only after all functions identified as required in the plan or checklist have provided clearance and the final sign off is approved under the current authority as per approved Org structure.
An outstanding item may remain after the Last Operating Date or Physical / Site Handover only if it has a named owner, clear action, target date, financial impact where known, and accepted risk position. Final closure must not be approved while an unacceptable High risk, unaccounted customer property/cash, unexplained significant asset shortage, uninsured exposure, or regulator matter requiring immediate action remains uncontrolled.
17. Risk Closure, Records and Evidence
A risk must not be removed from the Risk Register only because the old site or project closed. The Risk Owner must confirm whether the risk ended, reduced, transferred, remains open, or was formally accepted. Where it transfers, the receiving owner and review date must be recorded.
The Demobilization Lead must maintain a closure file according to the scope. It should contain the approved initiation/plan or checklist, risk record, people/manpower evidence, asset and customer property reconciliation, contract/site/IT/financial/legal clearances, relevant incident/investigation records, and the final sign off. Supporting trackers and specialist records remain with the responsible functions under SMSA records retention policy.
Records connected to an open investigation, legal matter, insurance claim, regulatory issue, or audit must not be destroyed until the responsible function confirms they may be released.
Demobilization lessons, repeated issues, incidents, investigation findings, and control failures must be considered in future risk assessments and new project or planning.
18. Emergency Demobilization
If an operation must stop immediately because of a serious safety/security risk, government order, natural disaster, facility failure, legal requirement, or other emergency, protection of people, customer property, information, and SMSA assets comes first.
Management may take urgent action before normal approvals only to the extent necessary to control the immediate situation. The Business Owner must notify the required functions as soon as practical and document the decision, actions, costs, assets, incidents, and risks. The remaining demobilization controls and final sign off requirements still apply once the immediate emergency is under control.
19. Non Compliance
Failure to follow required demobilization controls may result in corrective or disciplinary action under applicable SMSA rules. This includes, for example, bypassing required people or contract processes; moving, selling, returning, auctioning, or disposing of assets without proper control; failing to account for customer property/cash; leaving contracts, access, licenses, obligations, or risks unmanaged; failing to report an incident; destroying potential evidence; or signing final closure without disclosing a known significant issue.
20. Policy Exception / Waiver
Any exception to this policy must be justified, documented, and approved through the current authority as per approved Org structure or applicable governance policies (where available). The record must state the reason, risk, temporary control, responsible owner, expiry/review date, and approval. QRM review is required where a risk exception is involved.
An exception cannot be used to bypass legal, regulatory, safety, security, evidence preservation, or mandatory customer requirements.
21. Related SMSA Policies and Documents
This policy must be read together with the current approved versions of the following SMSA documents on GUIDE, where applicable:
· SMSA Risk Management Policy
· SMSA Risk Register
· SMSA Delegation of Authority Policy
· SMSA Incident Reporting and Investigation policy.
· Asset Management Policy and applicable Inventory asset procedures/forms.
· Unclaimed Undelivered Shipments Auction and Disposal Policy.
· Access Control Policy.
· Contracting/Outsourcing and Contractor Management Procedure
· Purchasing procedures.
· Control of Documents & Records.
· Applicable SMSA insurance policies and Finance insurance/claims procedures.
· Applicable Legal/regulatory compliance records
· Applicable HR, Business Continuity, Security, EHS, Fleet, Facilities, and operational procedures.
If a legal requirement sets a stricter control for a specific matter, the stricter requirement applies.
22. Review Period
This policy must be reviewed at least annually and earlier after a significant business, legal, regulatory, risk, audit, incident/investigation, or demobilization control change.
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