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	                          Creation of Proposal Policy
Owner: Director, Sales & Marketing
Department: Sales



	Brief
	SMSA Express Sales Department submit proposal to prospective or existing (revised) client which will form part of the agreement.

	Purpose
	Proposal is needed to propose service and rates to a specific client. Rates vary depending on the negotiation with the customer and depending on the volume and frequency of shipment.

	Persons Affected
	All Sales Staffs

	Responsibilities
	The Regional Sales Coordinator is responsible in preparation of the basic generic proposal.

The National Accounts Managers may sometimes create their own comprehensive proposal based on client’s requirements and needs. 

The Sales Executive will sign the covering page and other inclusion of the proposal such as the Application for Credit form.

The Sales Executive is responsible in submitting the proposal to the client.

	Guidelines
	The Regional Sales Coordinator prepares the ff:

1. Rates approved through Request for Rate (RFR).

2. Covering Letter

3. Proposal Contents

4. Application for Credit (not needed for existing customer requesting for revised rates)

5. Bind Final Proposal
Procedure:

The Regional Sales Coordinator does the ff:

1. Once RFR is approved, Regional Sales Coordinator is ready to prepare the proposal.

2. Enters the clients information in word program to create the generic covering letter.

3. Fills out the Application for Credit form in excel.

4. Make sure the rates from the approved RFR are the 

5. same with the proposal contents product wise.

6. Prints the proposal.

7. Bind the proposal and submit to the requesting Sales Executive.

8. The Sales Executive then is ready to submit it to the client.

9. Once the client agrees to the proposal, the client needs to sign on the Application for Credit. This form with the client copy of commercial registration will be returned back to the office for validation for issuance of customer account number.
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