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	Brief
	Internal procedure of business rules 

	Purpose
	To have a smooth business flows 

	Person Affected
	Finance, Account Executives, Regional Supervisors, National Coordinator, Regional Coordinator

	Responsibilities 
	SMSA Freight Manager is responsible for the administering the procedure
National Finance Manager is responsible for approving the procedure

	Guidelines
	Overview

The following guidelines are to be applied effective from April 01st 2014 regarding the business rules:

1) QUOTATION
Quotation sent to customers need to be verified and rates discussed with Finance prior sending quotation to customer under the following conditions:
               
i.) Any Air freight shipment with profit margin less than 10%, quotation should be approved by Finance prior to forwarding to customer. This is not applicable for agent routed Shipments.
ii.) [bookmark: _GoBack]Any Sea Freight shipment with profit margin less than USD 100/container for FCL or USD 50/shipment for LCL, quotation should be approved by Finance prior to forwarding to customer. This is not applicable for agent routed shipments.
iii.) Any project business, quotation should be prepared from SMSA Freight Headquarter (HQ) in consultation with Finance 
iv.) Any Airfreight or Sea Freight shipment with freight cost more than SAR 100,000 per shipment, freight charges should be discussed with Finance prior to sending to customer. 

2) CUSTOMS DUTY:

i.) Customs Duty to be collected in advance for the amount exceeding SR 4,000 from credit customers 
ii.) Customs Duty for cash customers should  be collected in advance 
iii.) For special cases where customer requested to pay the duty exceeding SAR 4000, in such cases approval to be obtained from Finance for the duty amount and 2% duty advancement fee to be collected with a MIN SAR 100
iv.) If customer paid excess amount for duty and other ancillary charges,
refund to be processed by Finance upon customer request within 2 working days. 
       
3) INSURANCE: 
        
i.) Any Shipment with commercial invoice value of SAR 2,000,000/=
and above then, approval to be received from finance prior to quoting to customer, this is for the purpose of risk analysis with Insurance company.

ii.) Finance will follow up with the insurance company to get a fixed rate premium so that SMSA Freight Division are able to quote customer directly without checking with insurance company in case it is a standard shipment.
 
iii.) Any Second hand items or used items, Dangerous goods, perishable goods, valuable cargo  which needs to be insured then staff gets Finance approval prior accepting or quoting customer for insurance charges as coverage is limited for such items.

iv.) Once the insurance charges confirmed by customer, staff will request Finance to arrange the insurance and scanned copy of insurance policy and debit note will send by Finance within 1 week.  Finance will make sure Insurance Certificate will be issued to actual customer name c/o SMSA Express Transportation Co. Ltd. and debit note should be under SMSA.

4) SUBMISSION OF REVENUE FILES:
i.) Revenue file to be submitted to Finance 5th of every month  
        
ii.) Finance will maintain IOU records with MAWB details and follow up for those shipments which have not been submitted for final invoicing.

iii.) A meeting to be held once a week – every Sunday afternoon to analyze the situation of pending IOU'S.

iv.) All revenue files should be submitted by 5th of following month with a cut off date on 7th of Every month as the final day of revenue submission.

5) CASH CUSTOMERS:

i.) Individual transaction shouldn’t be more than 20,000, if payment is to be collected after delivery.

ii.) Once outstanding from cash sales for an AE touches SAR 40,000
                             he should stop doing cash sales.

iii.) Express accounts customers are to be treated as cash customers.  Only agreement signed by customers will be treated as credit customers.

iv.) Cash customer shipments will be debited to staff personal account after 90 days of invoice date incase payment is still outstanding.
                
6) PAYMENT REQUEST & SUBMISSION:

i)           IOU request should be given to Finance 1 day before i.e. before  
             4PM incase IOU is needed next day 9AM or 10AM.  Also IOU needs  
             to Clear within 5 working days from the date of cash received.  

7) INVOICE DELIVERY & ACKNOWLEDGEMENT OF CREDIT CUSTOMERS: 
                
i.) Files to be handed over with the required documents to Finance
(Freight invoice / Profit Share/ Quotation / Customer/    
Quotation/ AWB COPY / Cost Sheet), for revenue purpose of which     Finance will acknowledge via the cost sheet and return an invoice copy incase its credit customer or return both INVOICE / COST SHEET copy incase its cash customer

ii.) Finance will hand over the FINAL INVOICE raised against Credit Customers to Collection Department for invoice delivery along  with POD copy which in turn, the POD COPY will be returned to SMSA Freight Division.


8) PAYMENT COLLECTIONS FROM CREDIT CUSTOMERS:
Upon closing of REVENUE on the 5th or 7th of every month, by   10th or 12th statements of account will be generated by FINANCE and handed over to SMSA Freight  for follow up of payment with customers.

9) TIMELY PREPARATION OF REVENUE REPORTS TO GENERATE MANAGEMENT REPORTS: 
                   Subject to 7th cut off date submission of revenue files then Finance   
                   will generate Management reports by 15th of everymonth.

10) ACKNOWLEGEMENT OF CUSTOMS DUTIES:
Once Finance received duty amount utilised for previous day clearance same will verify and confirm to SMSA Freight Department.  An aknowledgement   mail should send by Finance to SMSA Freight to tally the duty amount  

11) INVOICE FORMAT:
                      Invoice to be amended  adding job number, weight/number of pieces  
                      in the existing format and number of containers for FCL & LCL total  
                      CBM

12) IN THE DAILY INVOICE LIST NEEDS TO ADD MAWB/MBL NUMBERS:  
              Finance to Mention the MAWB / MBL in the daily invoice report.

13) UPDATE OF PAYMENT RECEIPTS: 
                    To have the bank book used by Jr shared to Omar and Shinoj and same  
                    will be confirmed on the Wednesday of the following week

14)  CHEQUE BOUNCE:
 Any cheque returned from CUSTOMER Finance has to send an email to SMSA Freight showing the reason for cheque returned within 1 week  
of submission of Cheque.

15) DISTRIBUTION OF SALES INCENTIVES
 SMSA Freight AE Incetinves to be paid quartely after 3 months – i.e. Jan/ Feb/Mar  to be paid in JUNE 30 Salary.
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