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	Brief
	SMSA Sales Department must issue Transfer of Accounts Request form before transfer is made.

	Purpose
	To make official such request of transferring of account from one Sales Executive to another.

	Persons Affected
	All Sales Staff

	Responsibilities
	· Sales Executives are responsible in preparing and submitting the TOA form 
· Sales Coordinator to process TOA form and acquire necessary approvals.
· Sales Manager Approval of any transfer. 

	Guidelines
	Sales Executives complete the ff: 
· Account Number
· Customer Name
· Name of Transferor
· Transferor signature
· Name of Transferee
· Transferee signature

The form should be signed by Sales Coordinator and Sales Manager.

Procedure: 
1. Sales Executives fills out the TOA form and signs on it.
2. The requesting Sales Executive should get the signature of the Sales Executive to which he will transfer the account
3. The requesting Sales Executive submits the completely filled out and signed form to Sales Coordinator
4. The Sales Coordinator will sign it and submit it to Sales Manager.
5. The Sales Manager will validate the request and sign on it.
6. The Sales Coordinator is responsible in recording and filling of the signed request forms.
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