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	Weekly Volume Report Policy

Owner/ Department:  Sales




	Brief
	SMSA Express Sales Department collects and submits Volume Report on a daily basis.

	Purpose
	It provides figures of country volumes of airway bills, packages and weights for outbound & inbound, domestic and international shipments.

	Persons Affected
	All Sales staff and Service Quality Administrator

	Responsibilities
	Ops Manifest Team sends Weekly Volume Report via email to concern department including the Sales Administrator.
Sales Administrator compiles and consolidates the SMSA Volume Report in excel format.
Sales Administrator sends this report to Department Heads and Director - IBU on a monthly basis.
Sales Administrator uses these figures for analysis and graphs.

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

The figures should be accurate.

It should show separate volumes for outbound & inbound, international and domestic shipments.
Preparation of report:

1. The Sales Administrator receives volume report on a weekly basis from Operations Department.

2. The Sales Administrator compiles the Monthly daily
3. The same report is sent to concern SMSA department heads and directors including the Director - IBU on a weekly basis.

	General
	Any exception to this policy must be approved by the Managing Director.
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