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	Scope of Work Policy
Owner/ Department: IBU-BAH, Sales



	Brief
	SMSA Sales Department shall submit scope of work as an attachment for Management Discount Approval (MDA) if necessary

	Purpose
	Scope of work provides information on details of work, responsibilities, liabilities and all necessary information needed in a specific project being requested 

	Persons Affected
	All Sales Staff

	Responsibilities
	Sales Executives & Territory Managers are responsible in preparing and submitting Scope of Work.
Sales Manager checks and approves the scope of work 
The Sales administrator submits to concern Managers for approval as required.

	Guidelines
	Scope of Work should include the ff:
1. Contents of shipment

2. Package weight

3. Pick-up point

4. Distribution details

5. Average monthly volume

6. Working Days

7. Delivery Process

8. Delivery Commitment Time
9. Pick-up and delivery process

10. Important Issues and other information required

11. Requirements & Terms
12. Other details that are necessary for the project
Procedure: 

1. Sales Executives & Territory Managers should fill out Scope of Work to be attached to the MDA being submitted

2. All necessary and important information should be included in the scope of work 

3. Facts should be detailed and complete

4. Rates may also be included.

5. Scope of work is submitted to Sales Manager; Sales Manager checks and evaluates the scope and authorizes further approval.

6. Sales Coordinator will submit for further approval from Management as required.
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