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	Brief
	This document describes how and why territories and accounts are transferred and resized among different sales heads and their authority to do so.

	Purpose
	This process aims to ensure that each sales territory has a fair share of accounts based on their size and number. This will improve customer communication, business security, and sales staff performance.

	Persons Affected
	All Sales Staff under all segments

	Responsibilities
	· Sales Members: They are responsible for requesting the transfer of an account from their direct manager, providing a valid reason for the transfer, and seeking the agreement of the other party involved.
· Sales Manager/ Freight Manager: They are responsible for modifying his respective territories based on business growth and their vision. In addition, they can apply a one-off transfer of accounts between heads after reviewing the request and the rationale behind it.
· Country Manager: Provides approval for transferring accounts between segments after receiving valid reasons for the transfer.
· Sales Administrator: He is responsible for applying the agreed transfer accounts between heads after getting a final approval from the authorized Person and updating the reports accordingly.
Email is the only mode of communication for all the steps in this process. 


	Guidelines
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Sales Member complete the following:
1. Account Number
2. Customer Name
3. Name of Transferee
4. Effective date
5. Reason of Transfer
	Account Number
	Customer Name
	Name of Transferee
	Effective date
	Reason of Transfer

	
	
	
	
	






Procedure:
The following are the steps for a one-off or patch of customers transfer of an account between sales heads within the same segments:
· Step 1: The sales member who wants to transfer an account to his/her territory sends an email to their direct manager, providing the necessary data and a valid reason for the transfer coping the current owner of the account.
· Step 2: The Sales manager reviews the request and approves it if the reason meets one of the following criteria:
A. The customer has been inactive and not trading for more than 3 months.
B. The customer has changed their location or business scope and is better suited for another territory.
C. The customer has requested a different sales head to handle their account.
D. The sales member has a personal or professional conflict with the customer that affects their performance.
E. There is inequality on the distribution of accounts between sales members.
F. There is a change in the market conditions or customer preferences that affects the sales potential of the accounts.
G. There is a need to optimize the travel time and costs of the sales members.
· Step 3: The sales administrator updates the reports with the new account assignment after receiving the final approval from the sales manager and consider the customer’s revenue while building the budget for the old and new owner of the account. 
The following are the steps for a one-off transfer of an account between sales heads in a different segment:
· Step 1: The sales member who wants to transfer an account to his/her own territory or segment, sends an email to their direct manager, providing the necessary data and a valid reason for the transfer. 
· Step 2: The direct manager who wants the account will communicate it with The manager who owns the account in their area of responsibility (segment) after reviewing the request and seek the other segment manager approval and once approved he must send it to the country manager to seek his final approval if the reason meets one of the following criteria:
A. The customer has been inactive and not trading for more than 3 months.
B. The customer has changed their location or business scope and is better suited for another territory.
C. The customer has requested a different sales head to handle their account.
D. The sales member has a personal or professional conflict with the customer that affects their performance.
· Step 3: Final Approval for moving accounts between segments has to be obtained from the country manager.
· Step 4: The sales administrator updates the reports with the new account assignment after receiving the final approval from country manager.
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