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	Brief
	This document explains the rules and steps for setting individual sales targets & KPI's. 

	Purpose
	It likely includes details about how targets are determined, the process for tracking progress, and any associated procedures or guidelines. The document may also cover expectations, incentives, or consequences related to Achieving or not achieving the sales targets.

	Responsibilities
	· Sales Administrator will review the overall upcoming quarter’s target and analyze the contribution for each sales member of the previous quarter per service and assign the new targets accordingly.
· Sales Force receives targets on a quarterly basis with a monthly breakdown per service via Email.

· Sales Force To be eligible for the Sales Incentive/campaign program, sales person must reach or exceed 90% of their quarterly target in either domestic or international sales, provided that the program is active and the quarter has passed with the target met.

· Sales Administrator records Sales Members achievement every quarter for domestic, international, Freight or any other focused service based on the company’s goal.

· Sales Administrator A monthly report is sent to the Sales Manager that displays how each Sales Member performed, as well as an analysis of the different services, such as domestic, international, Freight, and others, that match the company’s goal.

· Sales Manager will conduct coaching and a written action plan for the sales Member who has not achieved the monthly target.

· Sales Manager The sales Member who fails to reach at least 90% of the target for domestic, international, Freight, or any other service that meets the company’s goal for two consecutive quarters, will receive a Letter of Concern and undergo coaching from the sales manager. The Country manager and the HR department will get copies of the Letter of Concern and the coaching form. 


	Guidelines
	1. SMSA management will identify sales department targets in four quarter as per the country's overall annual target.
2. Sales Department head will plan the agreed sales target with the consideration of the following:
· Market/ Region/ City economy status and potential growth.
· Territories potential growth
· Last year sales records and growth.
· Sales force capabilities and skills
· Company products and services
· Competiveness 
 
3. Sales Department will propose yearly Incentive / campaign program with consultation with required departments as per Level of Authority.

4. Sales force members performance will be monitored by their superiors on daily, weekly, monthly and quarterly basis in order to cover the following: 

· Review sales force performance status verses target.
· Identify gaps and propose action plan. If any 
· Identify opportunities and propose action plan.
· Identify sales skills gaps and recommend employee development plan with Training & Organization Development Department 

5. Periodically sales rewards will be arranged for incentive payment as per the yearly Incentive / campaign program.

The following are the steps / guidelines to follow when individual target is not achieved for 2 consecutive quarters.

1. Sales Member who has not achieved at least 90% of their target for domestic, international, Freight or any other focused service based on the company’s goal in 2 consecutive quarters will be issued a letter of concern (LOC) from the Sales manager. 

2. LOC may not be issued by Sales manager based on some reasonable factors such as: (but not limited to)
· Territory issue
· Sales Executive illness
· Account transfers
· Vacation
· Etc.
These factors do not guarantee that the sales member will be cleared, but the sales manager may use them as a reason to not issue LOC.



3. LOC will result to an official company warning letter (to come from HR) if and when the sales member was not able to achieve at least 90% of target for domestic, international, Freight or any other focused service based on the company’s goal in the next quarter after LOC was issued e.g. LOC due to 1st & 2nd qtr then official company warning letter if sales executive fails in 3rd quarter too.


4. If and when Sales Executive receives 3 LOC (even without official warning letter) wthin 3 fiscal year, the next will have to be an official company warning letter.

5. Company disciplinary action policy will be applied after the LOC conditions stated above

6. All above disciplinary guidelines mentioned in accordance with company disciplinary action policy and procedures.

7. Any exception to this policy must be approved by the Managing Director.
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