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	MeisterTask Policy
Owner/ Department: Sales & Marketing 



	Brief
	MeisterTask is an effective task management tool that perfectly adapts to the team's workflow and performance.

	Purpose
	· Keep track for all tasks and its respective communication.
· Monitor Individual KPI for the Marketing team.

	Persons Affected
	All departments in KSA / IBU

	Procedure & Responsibility:
	For Kingdom of Saudi Arabia / International Business Unit (IBU):
· Access shall be provided to all the departments and IBU countries.
· Any request for the Marketing Department should be communicated through MeisterTask Only.
· Marketing Department shall only process requests which were communicated through MeisterTask (refer to marketing department responsibilities policy).
· Once request initiated on MeisterTask, it will be assigned to Marketing Administrator.
· Marketing Administrator will review and assign the request to the concerned team member after the approval from Marketing Manager.
· The request will be completed as per the Marketing SLA and will be under review for Marketing Manager Approval. (Subject to priority / urgency)
· After the approval of Marketing Manager (top management when needed), then the requested item will be shared to the user for their approval.
· Once the request approved from the user, user will initiate the request in ERP for production (if needed).
· Non-compliance with this policy will result in the issuance of an NC to the department from the QRM.
· Any task without a response from the requestor for 30 days will be closed. The requestor will need to reopen the task and await its turn in the queue.





Page 6 of 6 	Uncontrolled copy if printed	
   
image1.png




