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	Brief
	SMSA Express Sales Department requires a signed Application for a Credit Account form with company stamp to open an account and to have a local account number.

	Purpose
	Application for a Credit Account (ACA) purpose is to make official the request to have a credit account with SMSA. This form if fully signed and stamped including copy of customer’s commercial registration will have customer an assigned local account number.

	Persons Affected
	All Sales Staffs

	Responsibilities
	Sales Executives is responsible in giving all necessary information to the Regional Sales Coordinator to be put in the ACA form.
 
Regional Coordinators prepare the ACA form and attached it to the proposal.
 
The Sales Executive signs the form and is responsible too in having the form signed by the customer.
 
The Sales Executive returns the signed and stamped form to the Regional Coordinator.
 
The Regional Coordinator is responsible in filing, recording & submitting it to the finance department.
 
The Finance Department validates the form including the customer’s commercial registration then issues the account number.
 
The Finance Department keeps records of submitted form.

	Guidelines
	The ACA form should have the following information:
 
1. Company Name.
2. Postal & Physical address including landmarks etc.
3. Contact Person, position and contact details.
4. Billing address if different from the postal and physical address.
5. Billing options terms.
6. Terms & Conditions.
7. Customer’s Bank’s name & address.
8. Sales Executive’s name & position and signature.
9. Customer’s name & signature including company stamp.







 
Procedure:
 
 
 
1. Sales Executive gives customer’s information to the Regional Sales Coordinator.
2. Regional Sales Coordinator prepares the proposal with the ACA form.
3. Sales Executive brings the form to the customer.
4. Sales Executive brings back the form signed by customer and bears customer’s company stamp.
5. Regional Sales Coordinator brings it to the finance for validation and issuance of account number.
6. Regional Sales Coordinator gets back a copy of the form from the finance with the account number.
7. Regional Sales Coordinator gives copy to the Sales Executive.
8. Regional Sales Coordinator records & files the completed ACA form.
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