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	The SMSA Sales Department records the accounts that the Company has lost and is at risk of losing and takes the necessary steps in order to attempt to recover those accounts. Account loss is confirmed when revenue is zero the following month, after which the account is reported lost.   
	summary

	Identify the steps that should be taken to deal with accounts that the company has lost and those that are at risk of loss
	Purpose

	· Administrative Coordinator - Sales: 
In charge of computing the report on lost and at-risk accounts across the country and communicating the findings to Sales Staff, QRM, and Senior Management.
· Sales Staff: 
Upon receiving the report, they explain the situation to the sales manager, reviewing the information provided by the Sales Administrator regarding accounts the company has lost or those that are potentially at risk.
· Sales Manager: 
Discusses the report with the management and adheres to the guidelines in dealing with the accounts lost by the company

	Responsibilities

	The steps/guidelines to follow include and are not limited to, accounts lost by the Company or at risk of loss: 
· Amount due: 
(Average revenue for the last two quarters including current month(s) in the current fiscal year)
1. Customer's monthly revenue / 5,000 – 10,000 EGP  
A) One domestic and/or international shipment weighing 0.5 kg free of charge.
B) A visit to the customer by the sales representative or sales manager.


2. Customer's monthly revenue / 10,001 – 25,000 pounds 
A) One domestic and/or international shipment weighing 1.00 kg free of charge.
B) A visit to the customer by the sales representative or sales manager.
C)  Prices can be revised to give him bigger discounts
D) Souvenir from SMSA

3. Customer's monthly revenue / 25,001 – 40,000 pounds 
A) 2 domestic and/or international shipments weighing 1.00 kg free of charge 
B) Customer visit by Sales representative, Sales Manager, Operations Manager and/or Finance Manager.
      c) Prices can be revised to give him bigger discounts
       d) Meeting over lunch or dinner courtesy of SMSA team
      e) Souvenir from SMSA 
4. Customer's monthly revenue above EGP 40,000
A) 2 domestic and/or international shipments weighing 1.00 kg free of charge 
B) Customer visit by Sales representative, Sales Manager, Operations Manager and/or Finance Manager and/or Country General Manager.
C) Prices can be revised to give him bigger discounts
D) Meeting over lunch or dinner courtesy of SMSA team
E) 2 souvenirs from SMSA 
	Routers

	1. The sales manager gets the accounts that the company has lost and those that are at risk of loss from their sales staff
2. The sales manager collects the information and puts it in the form of a report containing all the details
3. Sales Manager discusses the report with the country management 
then obliged to follow the guidelines to deal with accounts that are lost or at risk of loss for the schedule and/or gift items.
4. The sales manager and his coordinator should track the free shipments, lunch or dinner, the types of gifts offered to customers according to the guidelines. 
	Procedure
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