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SALES MANAGER KA MANAGER  CREDIT CONTROL 
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Identify account based 
on minimum revenue 

spend of 75K per 
month and any special 

requirements or 
complexity of account

Visit customer to 
identify special 

requirements to 
include Overtime 

Rates, KPIs etc

Create crib sheet 
and issue to sales, 
accounts and key 
accounts teams 

Set up separate 
run code for key 

account on Syrinx

Invoice run

Separate key 
accounts for 

checking

Set up rates on 
Syrinx

Set up custom e-
mail

Complete red pen 
check on a daily 

basis

Follow crib sheet 
administration 

process
(See individual 
company key 

accounts 
procedures)

Sign off invoices 
and send

Send invoices 
via post or 

tradex or email

Chase payment 
within credit 

terms

Any queries to 
be progressed 

using query 
management 

procedure SP10

Arrange follow 
up meeting -

6 monthly 
review
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