	[image: image1.png]Express




	                         One-Off Shipment Policy

Owner/ Department:  Sales




	Brief
	SMSA Express Sales Department puts a one-off shipment policy in place to guide all sales staff especially field sales and telesales executives.

	Purpose
	One-Off Shipment Policy will guide sales staff of the process involved in declaring these kinds of shipment and its effect on their performance.

	Persons Affected
	The whole Sales Department 

	Responsibilities
	The Sales Executive prepares and submits the approval request for one-off shipment through the One-off Project Approval Request Form (Doc. No. 3170).
The Sales Manager qualifies and approves the request then forwards to upper management for further approval.
Sales Coordinator then submits the approval request to the Chief Accountant, Director of IBU, Director of Finance, and finally the Managing Director.

	Definition


	One-Off Shipment: 

A quantity of document, parcel, freight, mailshot or cargo shipped only once (whether domestic or international). 

	Guidelines
	· If you are shipping just once with SMSA and are not yet a SMSA Customer, So we consider this shipment (s) charges as one-off shipment 
· Total billing of shipment or mailshot must not be less than five (5) thousand UAE Dirham.
· Shipment total weight must not be less than 200 kg. (Gross or volumetric). 
· Mailshot total number of shipments shouldn’t be less than 200 shipments (moved all together in pre-determined period of time) regardless of weight. 
· Separate account to be maintained in each territory for one off billing purpose subject to Sales Manager approval prior one off shipment billing.
· Insurance amount for one-off shipments is included while calculating the total of one-off shipment

· One-off shipments will be considered after the said shipment charges collection only. 

· One-off shipment will be calculated on monthly basis.

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