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	Business Cards - Policy
Owner/ Department: Marketing



	Brief
	This policy or procedure is design to cover the preparing, processing and usage of company business card policy within SMSA guideline.

	Purpose
	To reduce the misuse and keep a track on the requests of the business cards as per the standards of SMSA.

	Persons Affected
	All departments in KSA / IBUs

	Policy & Procedure:
	Eligibility & Quantity:
· Business cards will only be provided to the employees holding the designation or equivalent position of Supervisors, Managers, Sr. Managers, Directors and the employees who are in contact with customers for sales and support functions.
· Any other business cards request beyond that should have the approval from the direct manager.
· Only 400 business cards will be provided to the eligible employee in each request beyond that should have valid approval from Direct Manager / Management.
· Business cards shall be printed on different kind of paper as per Marketing specs found in guide for senior managers / directors.

Procedure:
· The request should be initiated through Purchasing department in MeisterTask.
· Marketing Department will check the request and design the required business cards accordingly.
· The design will be submitted to Purchasing on MeisterTask.
· Marketing Management has the right to reject any request or ask for more approvals if needed.


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