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1.0       PURPOSE:
The purpose of this procedure is to control the preparation of Sale Contract by the Marketing Department for sale of BUF & BUFC to its clients. The procedure ensures that all aspects of a sale (routine as well as probable) are well defined, both from the point of the seller i.e. Packages Limited and the buyer i.e. the client. 

2.0      SCOPE:
This procedure is applicable to all sales from Flexible Packaging & Folding Cartons of Packages Limited. 

3.0      DEFINITIONS:
             Order Confirmation               Contract document
 ISO                                        Internal Sales Order – against which the packaging material is produced. 

 IAL/IAK/IAI                         ISO Amendment information 
                                                (L- Lahore, K- Karachi, I- Islamabad)
4.0         REFERENCES: 
· Design Control Procedure “QSPPRP/7.3/01” 
· Complaint Management Procedure “QSPQA/7.2.3/02”
5.0         RESPONSIBILITY: 
The overall responsibility of the SALES CONTRACT PROCEDURE is with the Marketing Manager; however AMM LHR, KHI and ISD are responsible for implementation of this procedure in their areas of responsibility. 

6.0       PROCEDURE:

	S#
	Activities
	Responsibility

	6.1 
	PRE-CONTRACT HANDLING
	Dealing Sales Person

	
	The Pre-Contract handling procedure consists of, Pre-Costing, Quotation, Blank Samples.

The same is not necessary in case of repeat orders. 

For new jobs, wherever necessary, the dealing SALES PERSON will communicate a request for COSTING SHEET to the concerned costing person of the concerned business unit or calculate on his own. However pricing decision will be prerogative of marketing department. Information required for preparation of same consists of, the material(s) to be used, quantity, number of colours and ink coverage (for Rotogravure / Flexographic jobs). Construction, size and blank sample are also required for the pre costing of offset jobs. Analysis of packaging material sample provided by the customer may be necessary by R&D to determine the quality and type of offered equivalent or substitute.

This price both on normal and high bulk board will be discussed with AMM /KAM/Sales Person / Regional In-charges before submitting to the customer. In certain cases when the same or equivalent pricing structure is already available. The dealing SALES PERSON in consultation with the immediate superior can decide a price to be quoted, without a pre-costing. 
	

	6.2 
	QUOTATION
	Dealing Sales Person

	
	The dealing SALES PERSON will issue a QUOTATION otherwise, on the prescribed form (copy enclosed). The same will be forwarded to the customer. Disagreements if any will be sorted.

The QUOTATION will record the following details:


Description of the product being sold. 


Quantity offered.


Size.


Price per unit / by weight.


Delivery terms (Ex mills, FOT Destination etc.)


Terms of payment.


Delivery (lead time).


Material (or materials).


Printing (number of colour, printing process etc.)

Conditions of sale on the reverse side of a quotation 
	

	6.3
	OTHER INFORMATION TO BE INCORPORATED IN THE QUOTATION
	Dealing Sales Person

	
	The following clauses will be incorporated when issuing a QUOTATION.

ARTWORK CHARGES.

Artwork charges according to the number of colours / printing cylinders or any other extra charges if applicable.
	

	6.4
	Resolving differences in “QUOTATION” and any change of equipment, process, raw materials and product.
	Dealing Sales Person

	
	The difference, if any, will be negotiated and sorted out. In some cases i.e. if required by the customer, new negotiated QUOTATION agreeable to both the parties will be submitted.

In case of any change in equipment, process, raw materials and product, Production Planning will inform to Sales person and dealing sales person will clearly communicate to customer in a timely manner.
	Production Planning


	6.5
	BLANK SAMPLES
	Dealing Sales Person

	
	Blank samples in the form of reels, sheets, bags, cartons or flats will be submitted to the customer, if so desired. An information through SAP for BUF and through inter-office memo for BUFC will be sent to the Planning or Development Department with all the necessary details for sample making. (Reference Design Control Procedure QSP PRP /7.3 / 01). Blank sample can be approved by the customer or dealing Sales Person if necessary i.e. required by Planning / Production Department. This approval can also be confirmed to the customer in writing by the dealing sales person if so desired.
	

	6.6 
	SALES CONTRACT
	Dealing Sales Person

	
	The dealing Sales Person will issue an order confirmation through SAP (copy enclosed) or other wise a form for the same will be filled and forwarded to the customer, in duplicate, (three copies in case the business is to be conducted against a Letter of credit). This form has the same format as that of a quotation, which has already been submitted to the customer and disagreements, if any, already sorted. Status / confirmation of orders of customers being handled by CSD will be shared on weekly basis through e-mails. Therefore order confirmation for these customers may not require. 
The ORDER CONFIRMATION will record the following details:

             Description of the product being sold. 

             Quantity ordered.

             Size.

             Price per unit / by weight.

             Delivery terms (Ex mills, FOT Destination etc.)

            Terms of payment.

            Delivery (date or week).

            Material (or materials).

            Printing (number of colour, printing process etc.)

Testing requirements for the product


Test methods to be used (if customer has some specific 
requirements)


Lab’s capability to meet the customer requirements

The signature of the customer on this form confirms that all the terms and conditions recorded therein have been agreed in totality. Paper & Board sales and third party sales are an exception to above.
	

	6.7
	OTHER INFORMATION TO BE INCORPORATED IN THE ORDER CONFIRMATION
	Dealing Sales Person

	
	Confirmation:

“Please return the duplicate copy duly signed and stamped for our reference and record”.

Price Revision:

“PRICES ARE SUBJECT TO REVISION.”

Colour Shade Cards:

Reference number of approved plus/minus colour shade cards if available.

Quality Standards:

A PRODUCT SPECIFICATION SHEET reference will be recorded on the Order Confirmation, if so required by the buyer. Some buyers may submit their own specification sheet also which will hen have to be verified by the R&D/QA and Production department of Packages Limited

If required by the buyer a copy of this SPECIFICATION SHEET will be enclosed with the ORDER CONFIRMAION in case of first /new order.

In case of repeat orders the SPECIFICATION SHEET, (if required by the buyer) will be submitted once and updated when amended / superseded.
	BUM Flexible

BUM-FC
R&D Manager
Manager QA
AMM/ MM

	6.8
	Complaint Procedure:

When ever complaint received from customer, it will be logged on intranet according to Complaint Logging Procedure “QSPQA/7.2.3/1” and these Customer Complaints will be handled as per procedure (Complaints Management Procedure “QSPQA/7.2.3/02”.
	Dealing Sales Person

	6.9
	CONDITIONS OF SALE
	Company’s

Legal Deptt.

	
	The ORDER CONFIRMATION records the standard conditions of this transaction EXCEPT as otherwise specifically stated by the company. 
	

	6.10
	CUSTOMER ACCEPTANCE
	Dealing Sales Person

	
	Duplicate copy of this ORDER CONFIRMATION will be signed, and returned by the buyer. This is not a MUST if, a formal Purchase Order has been issued. The signed copy of Order Confirmation will be considered as a formal approval of order / sale in the absence of a formal Purchase Order. Verbal acceptance of orders for sale of third parties is an exception. 
	

	6.11
	CHANGES IN CONTRACT / RESOLVING DIFFERENCES (ORDER CONFIRMATION).
	Dealing Sales Person / CSD

	
	With the customer

In case of minor changes required by the customer of Packages Limited i.e. material, size, construction, number of colours or price change due to above changes, a letter will be sent to the customer confirming the change.

Major variance in dispatches beyond the committed date / week will also be confirmed to the customer in writing within one week of receipt of written information from planning. Written communication will be made to the customer in cases where the variation in dispatches is beyond two weeks from the committed date/week. This letter will be filed along with the internal copy of the Order Confirmation.
Internal Documentation (When Internal Sales Order has not been issued)
If the Internal Sales Order has not been issued, no internal documentation through SAP is required for changes.
	

	6.12
	Internal Documentation (When Internal Sales Order has been issued)
	Dealing Sales Person

	
	If the Internal Sales Order has been issued then ISO AMENDMENT information thru SAP will be raised. This document has the same number and format as that of original Internal Sales Order. The required amendment will be incorporated in this document. It will be generated through SAP and its copies will be sent to all departments where the original copies of ISO were distributed. This document needs to be counter signed by any one of the following: AMM, Regional In-charge and KAM.

This information will be filed along with the relevant Internal Sales Order.
	

	6.13
	RESOLVING DIFFERENCES (CUSTOMER PURCHASE ORDERS)
	Dealing Sales Person

	
	A customer Purchase Order received after the issuance of Order Confirmation with minor or minor variance (only) will be sorted and a confirmation sent in writing to the customer.
	

	6.14
	RECORD MAINTENANCE
	Dealing Sales Person

	
	Hard copies of all acknowledgments related to communication with customer, e.g., ORDER CONFIRMATION, copy of LETTER OF CREDIT, etc. to be properly filed. For internal communication, hard copies involving acknowledgements will be filed, if so desired.
	

	6.15
	CUSTOMER SATISFACTION SURVEY (CSS)
	AMM/ MM

	
	Customer satisfaction Survey will be conducted once every two years by respective sales team.
MR along with MM will select the customers from all three sales regions.
Analysis will be done accordingly if required.
	


7.0
   ASSOCIATED DOCUMENTS:
7.1
Internal Information Form

7.2
Quotation

7.3
Order Confirmation

7.4
Internal Sales Order (two types)

7.5
ISO Amendment Form

7.6
Product Specification Sheet
7.7       Customer Satisfaction Survey Form
AMENDMENT HISTORY
	REV # 
	DATE 
	PART/ SECTION 
	NATURE OF AMENDMENT 
	DONE BY 

	15
	April 2015
	Section 1, 2, 4, 5, 6, 7 & End of Document
	To include Amendment History, Lab Management System ISO 17025 requirements & updating procedure according to current scenario of Sales & Marketing.
	Mehreen Bilal
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