[bookmark: _GoBack][image: ]




“Freight Division Execution Process”

“Jan 2022”

	Code:
	Control:
	Responsible
	Controller

	C01
	Ensure customer is not blacklisted and has no overdue
	Freight Team
	Finance Team

	C02
	Price negotiations and customer discounts must be done in accordance with the discount authority matrix.
	Sales Representative
	Freight Team

	C03
	Credit facility requests MUST be approved by Sales Manager and Country General Manager 
	Sales Representative
	Sales Manager

	C04
	In case of credit customers; minimum profit MUST be approved from Country General Manager 
	Freight Team
	Sales Manager

	C05
	Receiving customer’s confirmation from official company’s domain / OR / signed and stamped printed quotation
	Sales Representative
	Freight Team

	C06
	Quotations cannot be changed in any way or form after the customer accepts it.
	Sales Representative
	Finance Team

	C07
	Quotation, approvals and Invoice MUST be ONLY through Logistaas according to the attached approved offer
	Freight Team
	Finance Team

	C08
	Rate validity in customer offer should match vendor’s validity date
	Sales Team
	Freight Team

	C09
	Shipment’s documents delivery ONLY upon cash collection or accepted Cheque after Finance Manager and GM approval
	Freight Team
	Finance Team

	C10
	Cost rate MUST NOT be shared with sales team, only minimum selling rate
	Freight Team
	Sales Manager

	C11
	Bank charges should be considered in shipment profit
	Freight Team
	Finance Team



Process Lead Times (SLA)
	#
	Action
	Lead Time
	Responsible

	SLA01
	Fill in form and send customer request to freight team for costing
	2 working hours from receiving the customer request
	Sales Representative

	SLA02
	Request prices from 3 vendors
	2 working hours days from receiving request from
Sales Team
	Freight Team

	SLA03
	Prepare selling rate and send to Sales Team
	1 working hour from receiving all vendors’ offers
	Freight Team

	SLA04
	Ensure receiving all vendors’ offers
	1 working day for FOB and 2 working days for Ex-work from requesting the rate
	Freight Team

	SLA05
	Send offer to customer
	1 working hour from receiving selling rate
	Sales Representative



Note : Normal RFQ time frame is 24 hours for FOB requests and 48 hours for Ex-work from receiving the RFQ until replying customer
3. Freight team MUST check with Finance team regarding customer’s payment history; then start get 3 different offers and choose the suitable one based on rates and services.


4. Freight team will add the minimum profit percentage based on management instructions.

Note: Minimum profit percentage based on CAD payment, otherwise margin will be increased upon agreement after GM approval.


6. Sales representative should revert to Freight team with customer’s confirmation “MUST be through only email from company’s domain”
Record shipment as lost and reason
Case Closed
Start
1. Sales team receive RFQ from customer

2. Sales team to validate the RFQ, then fill in the request form, then forward RFQ to Freight team through only generic mail address “freight.egypt@smsaexpress.com”

Cash collected and Document Delivery
 Confirm cash collection against documents before delivery
7. Freight Team start operation execution through Logistaas
Matched
Couldn’t Match
Freight Team will recheck proposed rates and added margin to match customer’s target rate and revert to sales representative with feedback
Sales representative should revert to Freight team with customer’s target rate “recommended to attached customer’s written feedback through only email from company’s domain”


Negotiation
Confirmed
5. Sales team will submit offer to customer for his feedback copied freight team in offer email
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