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	SMSA E-commerce Account Opening Policy                  
Owner / Department: Sales & Marketing



	Brief
	SMSA Express Sales Department requires a signed Agreement with company stamp to open an account and to have a local account number.

	Purpose
	To serve as guidelines in opening E-commerce account for corporate customer
To ensure that proper procedure are being followed as per SMSA standard

	Persons Affected
	All Sales Staff

	Responsibilities
	· Salesman prepares E-commerce Rates Request Form & Scope of Work attaching customer C.R. & VAT certificate, and forward the documents to the Regional Sales Coordinator to process the approval. 
· Regional Sales Coordinator review/checks the information entered on the form and SOW, & forwards it to the Direct Manager for further review and approval.
· Direct Manager will review the information & attachments before approving it. 
· Approved documents will be returned back to the Regional Sales Coordinator and forwards it to the National Sales Administrator in HQ for further approval of National Finance Manager & Director of Sales & Marketing.
· National Sales Administrator send back the fully approved document to the Regional Sales Coordinator to prepare 2 original standard E-commerce Agreement (refer to the guidelines below) based on the approved E-commerce Rates.
· Regional Sales Coordinator prepares 2 Original standard E-commerce Agreement with C.R. & VAT certificates attached and hand it over to Salesman for customer review, signature & stamp.
· Salesman returns back the signed & stamped 2 original standard E-commerce Agreement to the Regional Sales Coordinator.
· Regional Sales Coordinator forwards the 2 signed & stamped standard E-commerce Agreement with C.R. & VAT certificate attached to the National Sales Administrator in HQ, along with the fully approved SOW, to acquire signature from National Finance Manager & Director of Sales & Marketing. 
· Once the agreement are fully signed, National Sales Administrator will forward the customer original contract copy back to the Regional Sales Coordinator, and the other one will be forwarded to Finance along with the fully approved SOW, for account opening, account issuance & for archiving.
· Regional Sales Coordinator will notify concern department such as Operations, Finance & Customer of the new E-commerce account details. 


	Guidelines
	E-commerce Rates Request Form
· Is use to acquire approval for rates that will be offered to the customer.
· The form is use to keep & maintain a record of the customer details, shipping profile and approval. 


SMSA Standard E-commerce Agreement 
· the only editable part of the agreement are:  
a. Front Page, the company name (page 1)
b. Both Parties company name, address & C.R. number (page 2)
c. Article 2, Effective Date (page 2)
d. Article 10.1, Both parties company details (page 5)
e. Article 10.2, Both parties signatory details (page 6)
f. The Customer, pick-up points (page 7)
g. Exhibit A, Domestic Express Rates (page 10)
h. Customer bank details (page 11)

· To avoid delays in HQ, before forwarding the documents, standard E-commerce Agreement, approved e-com RFR needs to be reviewed by the Direct Manager before putting his initial signature on it.

· Salesman, Regional Sales Coordinator & Regional Sales Manager must ensure that C.R. & VAT certificate dates are still valid, all details in approved SOW, C.R., VAT certificate & Agreement should be the same.

· Regional Sales Coordinator & National Sales Administrator must maintain document recording for tracking purposes. Any document movement must be recorded.

For non-standard E-commerce Agreement
· Any other modification made on the standard agreement which are not listed above, requires discussion, review and approval from the stakeholder (Legal, Finance, & Sales). 

Important note: 
· Font style, font size and format of the contract need to be preserve. Avoid making any changes on the style/format.
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