	[image: image2.png]M®

Express
SMSA Express Transportation Co., Ltd.





	                          Closing Corporate Sales Account Policy
Owner: Director, Sales & Marketing
Department: Sales



	Brief
	Corporate accounts can be closed in events of misusing the accounts; not shipping to agreed profile or any other valid reason, account closure request may come from any department.

	Purpose
	To regulate and streamline account closing process and ensure accounts closed against valid reasons while reducing risk of bad debts, avoiding legal liabilities on the company and avoid creating any misunderstanding with customers or between departments.

	Persons Affected
	All Sales Staff & Finance Collection Team

	Responsibilities
	Requester: 
· Complete the Request to Suspend / Close Corporate Sales Account Form and attached all supporting documents.

· Signed form by the requester will be forwarded to Director - Sales & Marketing. (Only unjustified late payments customers can be signed by National Finance Manager)
Approvers:
· Director Sales & Marketing Review the request, attachments and decide within 3 working days account closure, price increase or legal action …. Etc., in some cases, request may be transferred to other departments for further verification or investigation.

Sales Coordinator/Administrator: 

· Keeps a record of the fully approved form and submit the original to Finance Collection Supervisor to close the account.
Sales Staff/ Finance Collection Team: 

· Sends Closure of Account notification letter to the customer.


	Guidelines
	Requester:

· Can be from Sales, Finance, Retail, Collection team & QRM

Form:
The form must be filled completely.
Reason(s) for Closure:
· In the event of customer is not shipping to profile, attached a copy of the RFR and one year revenue breakdown monthly.

· In the event of account misuse, provide all supporting documents or evidence to support the claim

· In the event of late payment, provide statement of account or summary of their payment vs due date

· In the event of outstanding balance, provide statement of account

· In the event of project closed, provide the details of the project on the justification part

· In the event of customer change location, provide the details on the justification part

· In the event of customer decision, provide the details on the justification part
· If any other case, please provide more details on the justification part.

Closed Account:
· Closed account cannot be reactivated without approval of Director – Sales and Marketing, (Only late payments and credit related issues customers can be reactivated by National Finance Manager)
· Sales should not open new account for the same customer without obtaining Director – Sales and Marketing approval with proper justification.
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Company Details

Company Name ABAKADA Establishment

Account No: RU1234 Account Opening Date 21-Jul-16

Location Olaya District opposite ABCD Company City Riyadh Region CR

ain Reason

Misuse Contract Related™ Legal Issue Bad Payer

o o Type Here Type Here

Type Here Type Here

Justification

It was reported by one of our Retail Executive Mr. Juan Dela Cruz assigned in Olaya RSC-1234, that a customer attempted to send a shipment using this account
RU1234. During the conversation, it was found out that the customer bought the awb from this account for only 50SR.

SMSA Salesman Details

Salesman Name Islam Ahmed Title Account Executive

Recommended Action

Suspend Account Closed Accoun?

Important Note: Effective immediately upon final approval of the Director, Sales & Marketing

Prepared By

Natl Administrator, Retail Raymund Santiago Date Signature
Approval
National Manager Finance Shibu George Date Signature

Director, Sales & Marketing Mohannad Khayyat Date Signature
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