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I. What this does and Why

Price Promotions.  This is a promotion that originates with the distributor and relates to product being promoted during a food show.  Based on pre-approval of this promotion, in conjunction with a promotion code set up in the system by the Program Analyst, the distributor tracks his sales and submits a request for rebate based on these sales.  Price promotion credit memos account for $XXX,000 - $XXX,000 per year.  This process is NOT supported by the system.  It is a manual process.

II. Who and When

Who:
Program Analyst, Sales, Customer

When:
When a distributor requests reimbursement for product sales at an event.

III. How it’s Done

1.0 There are three ways in which this process is started.  Only one of those ways is initiated by proper use of this process: The distributor wants a promotional allowance for selling product at a show.  The distributor talks to his local Sales Person.  The other ways this process is initiated are;

1.1 When a distributor takes a deduction because he hasn’t received sales credit.  This starts from 61.4  Program Deduction Process and starts in at step 9, “Is paperwork filed?”

1.2 A distributor submits a hardcopy of sales for a show, requesting credit.  At this point, the Program Analyst discovers no promotion code has ever been set up.  

2.0 The Sales Person identifies the products that will be sold and the dates of the food show. and fills out an xyz form. This form can be found on the LAN.  (Attachment 1 – xyz form).  The Sales Person submits the form to his manager for approval.

3.0 The Manager reviews, approves and forwards the xyz form to the Program Analyst via email.

4.0 The Program Analyst approves the request within guidelines.   Generally, a dollar a case is rebated for shows.  There are no other guidelines.

5.0 The Program Analyst logs the promotion in the promotions log and assigns a promotion number.

6.0 The Program Analyst emails the Sales Person with the promotion number and a copy of the request.  This is for the Sales Person’s records.

7.0 The Sales Person forwards the approved promotion with the promotion number on to the distributor. 

8.0 After the event, the distributor submits a hardcopy of the sales with the promotion number to the Program Analyst.  This is mailed or faxed.  It is not electronic.

9.0 When the Program Analyst receives the reimbursement request, s/he checks the promotion log and paperwork.  Has paperwork been filed for this request?

9.1 No, paperwork has not been filed.  The process loops back to Step 2, “Sales Person identifies approved products, dates and pricing by filling out the xyz form”.

10.0 Yes, the paper work is in order.  The Program Analyst matches the promotion to the log.  Then the Program Analyst calculates the rebate and compares it to the customer’s request.

11.0 If the process started from 61.4 Program Deduction Process, it returns there at this time.  Otherwise process continues with Step 12.

12.0 If the calculations are close, the Program Analyst uses the distributor’s numbers.  Otherwise, the Program Analyst issues a request based on his/her calculations.  A CM is issued.  (System Screen).  The CM is sent to either the Sales Person or the distributor, as requested.

III. Definitions

	CM
	Credit Memo


IV. References

61.4 Program Deduction Process

V. Attachments

1. xyz Price promotion allowance request form
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