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Government Mail - Control Mechanism (for Domestic Stations)
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Scope and Objective

· Dedicated performance recording for each & every Government mail shipment
· To ensure accurate & speedy handling of the shipment
· To provide efficient & personal service for V.I.P. customers
To furnish unique customer experience

· Identify opportunities for improvement and train/support staff for best performance
NOTE: A concept where the mail team member will monitor shipment from the time it arrives or accepted until it’s stored, directly delivered or dispatched to final destination. Each step will be monitored by using below check sheet to ensure smooth movement.

	
	.
	
	
	
	
	
	
	
	
	
	
	

	
	AWB / DN / No  _58.92.2574.19.516.36.68
	Pieces07
	Weight 21.2
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	Flight No.:sv1527
	
	
	Date:   07feb 2017
	
	Routing
	Ruh.tuu
	/
	STA(LT________
	STD(LT):______
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	INBOUND
	
	
	
	
	
	
	YES
	NO
	Time
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Pre-alert received from Origin for the shipment & print Shipment received, confirmation message sent to Origin

Relevant documents arrived from origin (if NO add actions in notes) Shipment received in good condition under aircraft

Followed shipment along with SGS from ACFT to Warehouse

Any discrepancy after tally of shipments (if yes add actions in notes) Shipments stored in dedicated(VAL) area and location updated

Notify Government agency to organize pick up

OUTBOUND

Pre-alert received from Agency for the shipment (Optional) (D-4H)

AWB executed and full data capture performed by Sales team (D-3.5H) Shipment accepted confirming serial number, pieces & condition (D-3H) Store shipment in dedicated (VAL) area depending departure time

For Bulk loading wherever possible use VCB and apply seal For ULD preferable LD3 with metal door and apply seal

Prepare manifest and send UWS to Load control giving top priority Verification of ULDs/Bulk transferred to SGS under signature (D-2H) Accompany shipment along with SGS to aircraft

Check condition, get it loaded on aircraft and obtain signature

Ensure pre-alert sent to destination copying transit (if any) D+1 Ensure FFM sent to destination D+1

In case of offload inform destination and Sales accordingly


Staff Notes:

	
	SACC Staff
	SGS Staff
	
	SACC Supervisor
	

	
	Name:
	Name:
	
	Name:
	

	
	PRN:
	PRN:
	
	PRN:
	

	
	Date:
	Date:
	
	Date:
	

	
	Signature:
	Signature:
	
	Signature:
	

	
	Perform all activities as above
	To confirm shpt condition (ARR or DEP)
	To confirm all activities performed
	

	
	
	
	
	
	

	
	Note: Copy to be handed over to next shift or section to fill up information as appropriate
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