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	Brief
	SMSA Express Sales Department shall request MDA for special projects and/or heavy or regular shipments asking for special rates and/or service requirements.

	Purpose
	To obtain management approval for customer special requirements such as rates, service, special handling, & etc. 

	Persons Affected
	All Sales Staffs

	Responsibilities
	MDA Approval
· Sales Executive – Fills MDA with customer info, business justification and the details of the request All supporting documents will be attached, before forwarding the signed MDA to the Regional Coordinator. 
· Regional Coordinator – checks the MDA to ensure that all information are provided by the sales executive, before processing the approval of the Senior Managers. 
· Senior Managers - review the request and can make necessary changes, or may require additional information before approval.
· Copy of the fully approved MDA will be forwarded by the Regional Coordinator to finance for the record, and for billing purpose. 

MDA Recording/Reporting
· Regional Coordinator records approved MDA information in a form and will be forwarded to the Sales Administrator on Quarterly basis, to track "ship to profile level”. 
· Sales Administrator consolidates and review the content of the report received from Regional Coordinators, and will forward it to Finance Administrator to provide the actual volume and revenue related to the MDA.
· Finance Administrator sends back the file to the Sales Administrator to gather update or comments from the concern salesman. 
· Sales Administrator will forward the updated file to the National Sales Manager to review customers with 75% and below rating vs forecast. He will discuss it further with the concerned salesman, and will join the sales visit if needed. 
· National Sales Manager documents his final decision and communicates to DSM & Director of Finance.


	Guidelines
	· All fields on the MDA form must be filled completely.
· Any supporting documents must be attached on the MDA before submission for approval, such as scope of work, rates, email communication & etc.

Approval Hierarchy:
· Regional Sales Manager
· National Sales Manager
· Director of Sales & Marketing
· National Finance Manager/ Director of Finance
· Director of Operations
· Director of QRM (depends on the concern)
· Director of Human Resources (depends on the need)
· Managing Director
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