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SMSA Express Transportation LLC.
P.O. Box 36670 Dubai, UAE.
	Quarterly Sales Incentive Report Policy 

Owner: Country Sales & Marketing

Department: Sales



	Brief
	SMSA Express Sales Department prepares computes & submits Quarterly Sales Incentive Report.

	Purpose
	To calculate achievement of each sales executive in terms of revenue achieve against budget. It will show monetary incentive equivalent based on the revenue achieved against budget of the specific quarter.

	Persons Affected
	All Sales Staff

	Responsibilities
	Sales Coordinator downloads & collects data from the SMSA system. These data include revenue achieved on a specific quarter and the target which is based on the sales revenue. 
Sales Coordinator prepares and processes the data received and put it in the report format in excel file which will automatically calculates the achievement per sales executive in percentage.
Sales Coordinator compiles the incentive reports, binds it and submit for signatures.

Country Sales Manager checks and validates the report then signs on it.
Finance department will share the list of employees per incentive report with HR department to checks employee eligibility for incentive as per company policy.
Finance Department validates the computation of the incentive report and make sure that the calculations are correct prior to approval. If not, then makes necessary corrections. Target and achievement are check for accuracy in figures based on the net revenue achieved, followed by the Country Manager. The Computation will then be forwarded to KSA HQ Finance team for review and approval from Director Sales & Marketing, Director Finance and Managing Director. Upon approval of   KSA Management, the sales incentive for a quarter shall be paid along with corresponding month payroll.
The Country General Manager checks and signs on it for final approval and release of the incentives via payroll.


	Guidelines
	The Sales Incentive Report shows the monetary incentive that sales executives are entitled for based on their performance on a specific quarter.

The Sales Coordinator must immediately download data from the system once ready which is normally in the middle of the 1st month of the following quarter to ensure that report be submitted on time so as incentives are released at the end of the quarter.
The Sales Coordinator must make sure that the numbers provided are accurate and that calculations are reviewed and justified before submitting.

The incentive calculation should be based on the table below: 

Sales Incentive Matrix
Performance Rating
Incentive %
85
40

90
45

95
60

98

80

99

90

100

100

101

105

102

107

103

109

104

110

105

115

106

120

107

125

108

130

109

135

110

140

111

145

112

150

113

160

114

165

115 and above

175

The Sales Incentive Report shows the monetary incentive that sales executives are entitled for based on the target per product group and achieved in a specific quarter.
The commission weight per product varies from a sales department to another based on the weight of each sub product target and sales focus in every sales department as per the below table 

a- Area Sales & Industry Sales Team: 

Sales Incentive weight per product
Sales Department/ Team
Express 

Domestic 

Freight 

Total

Territory sales Department 
25%
25%
10% 
40%
Telesales Department 
25%
25% 
10% 
40%
E-Commerce Team 

30% 

20% 

N/A

50%
Area Sales Manager 

20%

20% 

10% 

50%
Industry Manager

30%

20% 

N/A

50%

General Notes:
The commission shall be calculated considering following criteria’s –

1. Basic + HRA salary components of an employee

2. An eligible sales staff will qualify for incentive (refer sales incentive matrix above) by achieving minimum 85% of their respective sales target. This will define the maximum incentive for a sales staff for that particular quarter. The penalization on maximum incentive is at product level, if 85% of product target is not achieved in a particular category.
3. The incentive percentage for the express, domestic and freight will be based on the percentage arrived as per the sales incentive matrix and sales incentive weight per product.
4. Sales target for overall sales team shall be approved by KSA management.
5. Net revenue to be considered for commission calculation will be excluding COD collection revenue and claims..
6. Credit notes and write offs will be affecting the net revenue of the period in which they’re issued irrespective of period for which they’re issued.

7. Incentive paid out for any quarter will be reassessed after two quarters. If any amount remains uncollected, incentive paid previously on that revenue shall be deducted from incentive payable for the quarter. In case, there is no incentive for that quarter, the same will be credited to employee account and shall be recovered from subsequent quarter incentive.

Preparation of Report:

1. The Sales Coordinator is advised by the finance department if the data are already available for download.

2. Once available, the Sales Coordinator downloads the data and process it in the excel file prepared with formula of calculation.

3. The Sales Coordinator prepares and completes the report.

4. He then reviews and check if computations are accurate and justified.

5. He submits to the Sales Coordinator for another check and then the Country Sales Manager signs on it. 

6. Once signed by the Country Sales Manager, he will send it to the following signatories:

a. Director Sales & Marketing 

b. Director Finance

c. Managing Director 
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