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	Brief
	SMSA Express Sales Department use Request for Rate (RFR) form for all international and domestic rates approval.

	Purpose
	RFR is use to get approval for rates whether domestic, international or both to be offered to prospective customer(s) for new or revised rates.

The submission of RFR regulates the rates given to customer and will help show the following important information:
 
1. Company Name.
2. Customer Contact Information.
3. Estimated Volume Per Week.
4. Monthly Revenue Forecast.
5. Requested Rates.

	Persons Affected
	All Sales Staffs

	Responsibilities
	The Sales Executive is responsible to completely fill-out and submit the RFR for approval.

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

The Sales Executive will be informed by the Regional Sales Coordinator if there’s a need for revision when the rates requested are not approved.

The Regional Sales Coordinator will go through the same process once revision is done.

The Regional Sales Coordinator will use the RFR for the Creation of Proposal.

	Guidelines
	Sales Executives complete the ff:

1. Customer name & account number (if revised rates).
2. Customer contact person and company contact information must be complete.
3. Estimated volume per week.
4. Monthly revenue forecast.
5. Contact person business card preferably attached.
6. Requested rates whether domestic, international or both.
7. Additional necessary information to be put on the remarks.
8. Sales Executive’s signature.
9. Date RFR is requested.

Procedure:

1. Sales Executive fills out the RFR 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) National Sales Manager (if rates are beyond maximum allowable discount).
c) Regional Finance Manager / Regional Collection Supervisor (depending on the region).
d) National Finance Manager (if rates are beyond maximum allowable discount).
4. Based proposal on the approved RFR.
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