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Sales and Marketing Procedure
1. Purpose:

To introduce and sale/ supply the products of Al Ittefaq Steel Products Company (ISPC) in different
market segments and to ensure that proper quotations are prepared, submitted on time and followed-
up regularly.

2. Scope:

Introduce our products to the concerned Market Segment and Customers, Generate Inquiries, Prepare
proper quotations from ISPC standard Product List, Submit in Time, follow-up, conclude orders.
Review and acknowledge all customer orders. Process customer orders promptly, follow up with
production and logistics for in time delivery to the customer as committed.

3. Responsibility:

3.1 Sr.Sales Coordinator: To log each inquiry, assist for preparation of quotation, sending/
submitting, maintain record, prepare Customer Order Confirmation (COC), invoice, keep sales
record, update inquiry log sheet, and coordinate with production, logistics, purchase and
accounts for all sales related matters as per instructions of Supervisor Sales Operation.

3.2 Managers (Local & Export) / AM Sales Operation. To cover concerned market segment of
areas assigned, process inquiry, prepare and submit quotations as per Authority Matrix,
acknowledge Purchase Orders and process for production and/ or delivery, issue invoices and
get customer verification for receipt of invoice. Collect payment as per agreed terms condition.

3.3 Sales Manager: Submit different market reports to the management on monthly basis. Building
a strong relation with the customers.

3.4 Sales Coordinator: to assist in preparation of quotation i.e. computer data entry, printing,
faxing and keeping records etc.

4. Procedure:

4.1. Marketing and Sales Activity Procedure:
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Sales & Marketing Procedure
Process Flow Action
Doc/ Records
Sales territories are assigned by Sales Manager/AGM Sales to
. all Sales Executives. Our product is introduced in the Kingdom
Markztlpglt& Sales & other Gulf countries by sending brochure, mail shots,
Ctiviues frequent visit by Sales Executive / Managers. Approved ISPC
Product List (PL/SF.01) by General Manager is maintained and
followed.
y
Introduction of ISPF Sales Executive introduces ISPC products to existing customers SF.02
Products and new customers in his territory. Customer Details (SF.02) are
to be send to SAP Department by infotech to update the system..
h A
Regular follow-up by concerned Sales Executive in his territory by
Follow-up phone, E-mail and visits are carried out, as a result inquirries are
obtained.
¥
All inquiries received are logged in Inquiry Log Sheet (ILS/SF.03)
Logging Inquiry by Sales Co-ordinator and kept inquiries in quotation file
) J
Inquiries are replied through system (QTF/SFQ7) on working days
. L after reviewing inquiry and gelting clarification frem the customer if
Rewe“: InunI{ry ett:]er required. In case of regret, system generated Regret Letter (RL/
Quote or Regre SF.05)is  issued
A 4 Supervisor Sales Operation ensures that the Customer Order
SF.11

End

Confirmation (COC/SF.11) has been created as per the order
received and inform Logistic Department Accordingly and keep the
copy of COC remain in the system
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5. Record:

Customer details (SF.02) are entered by Sales Executive. Inquiry Log Sheet (JILS/SF.03) is
prepared and maintained by Sales Coordinator, reviewed monthly by Sales Manager and quarterly
by Asst.General Manager. Regret Letter (RL/SF.05) is prepared by Sales Executive Quotation file
is maintained by each Sale Executive and all related correspondence is filed in the Quotation File.
Files are maintained till final delivery is made and payment is received and the reserved for one
year.

0.Cross Reference:

Approved ISPC Product List (PL) Doc. No. SF.01 | Issue No. 5 Standard List
Customer Details Doc. No. SE.02 | Issue No. 2 Form

Inquiry Log Sheet (ILS) Doc. No. SF.03 | Issue No. 2 Sheet

Regret Letter (RL) Doc. No. SF.05 | Issue No. 2 Standard Letter
Quotation Format (QTF) Doc. No. SF.07 | Issue No. 1 Quotation Format
Customer Order Confirmation (COC) | Doc. No. SF.11 | Issue No. 4 File




