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	Monthly Volume Analysis                                           Owner/ Department:  Sales




	Brief
	SMSA Express Sales Department prepares, analyzes & submits Monthly Volume Analysis.

	Purpose
	It provides figures of outbound, inbound, domestic and international shipment volumes, with month by month comparison against previous fiscal year. It helps analyze volume trends and gaps.

	Persons Affected
	All Sales staff

	Responsibilities
	Sales Administrator collects reports from operations Weekly volume reports 

Sales Administrator compiles and puts in excel sheet format to show analysis.
Sales Administrator submits on a monthly basis the compiled volume report with graphs & analysis to the Managing Director, department Directors and Managers except QRM, Administration and HR.

	Guidelines
	Monthly Volume Analysis provides actual volume received per month in comparison to the same month of previous fiscal year.

It should show the following:
1. Total volume per month of outbound, inbound & for international and domestic.

2. It should also show graph analysis of outbound & inbound, international and domestic.

Should be sent to Directors and Managers except QRM, Admin, MRM, SMSA Service Center & HR every month end.
Report Preparation:

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

2. The Sales Administrator compiles the report Weekly
3. He/ She then inputs the final figure every month end on the Monthly Volume Analysis excel file.

4. He/ she have to prepare the analysis and the graph. Once done, he will send it to the Directors and Managers.
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