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	Brief
	SMSA Express Sales Department shall request Free-of-Charge (FOC) for customer retention and sales representation.

	Purpose
	FOC is issue and requested to get free up to half kilo of international shipment and/or more for domestic as customer retention or sales representation for a particular shipment.

	Persons Affected
	All Sales Staffs

	Responsibilities
	Sales Executives are responsible in preparing and filling out of the FOC form. 

Sales Executives will submit the completely filled out form to the Regional Sales Coordinator.

The Regional Sales Coordinator is responsible in recording, filing of FOC. He is also the one to collect & complete further signatures. 

The FOC will be submitted to Billing department for billing purposes.

	Guidelines
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Sales Executives complete the ff:
1. Customer name & account number
2. Customer contact person and its position
3. Customer location, city & region
4. Brief justification for request
5. Airway Bill number of the particular shipment, number of packages, total weight, shipment destination, shipment date, zone, type of packaging, actual rate, and the chargeable rate
6. Last 6 months revenue should also appear on the form
7. Requestor’s name, position, region and signature should show
8. Date FOC is requested

Procedure:
1. Sales Executives fills out the FOC form and signs on it.
2. Submit it to the Regional Sales Coordinator.
3. The Regional Sales Coordinator gets signature from the following:
a) Regional Sales Manager
b) Regional Finance Mgr / Regional Collection Supervisor (depending on the region).
c) National Sales Manager
d) National Finance Manager

4. Prior to FOC approval shipment should be moved under Valid Account number through standard procedure.
5. The Regional Sales Coordinator submits the completely signed FOC original to Finance and copy to Sales Department.
6. Until FOC received in Billing the shipment will be billed under customer account.
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