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	Brief
	SMSA Express Sales Department collects and submits volume report on a daily basis.

	Purpose
	It provides figures of nationwide per region volumes of outbound, inbound in domestic and international of airway bills, packages and weights.

	Persons Affected
	All Sales Staffs

	Responsibilities
	Ops Team Manifest sends daily nationwide volume report via email to concern department including the National Sales Administrator.

National Sales Administrator compiles and puts in excel sheet formats SMSA volume report.

National Sales Administrator sends these reports to SMSA Department Heads and Managing Director on a weekly basis.

National Sales Administrator uses these figures for analysis and graphs.

	Guidelines
	Daily Volume Report provides actual volume received daily in airway bills, packages and weights per region.

The figures should be accurate.

It should show separate volumes for international and domestic, SFS, AFR & Domestic services.

Preparation of report:

1. The National Sales Administrator receives volume report on a daily basis from operations in 5 regions.
2. The National Sales Administrator compiles the report daily
3. The same report is sent to concern SMSA department heads and directors including the Managing Director on a weekly basis.
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