
Presentation
Development

Begin CUST Process
(As needed), E.g.:

- Planograms,
- Test Sets

- Schematics
- Other

Accept New
Items?

Yes

No –
Reevaluate and

Try Again

Presentation To
CUST or

Distributor

Yes

(AE or Admin)
Reconcile SWR PKG 4
and Credits (Watching

for Overspend or
Underspend (Weekly)

Field Admins
Assist HQ Order
Processing with

Problem
Resolution

Start of Normal Day-to-Day
Division Field Execution for

DIV 3 Agency

Paper Reports as
Needed

CUST Orders
Product

SWR PKG 1Order
Processing / Order

Management
Processes Orders,

Handles Errors

Normal, Daily Ordering
for Existing Products

Admin Tracks New
item and Promotions
for Completness and
On Time Shipment

SWR PKG 4
Management /
Reconcilliation

Division 3 - AFTERNew Client Onboarding
Process Complete

CUST Evaluates

Pre Planning Phase

CUST Item Number
Assigned?

If No, Bird Dog,
Pester, Renegotiate

Deal Sheet / New
Item Sheet

SWR PKG 1

Mfr’s Admin or AE
Enters New Item

Paperwork to SWR PKG
1, SharePoint (for review
by Div Mgr, CSM), SWR
PKG 4 System / Manual

SWR PKG 4 Report

Adding CUST
Item Number,

Bracket Pricing, etc.

CUST or Wholesaler Is
Able to Begin Ordering

New Items

Confirm New Item
in SWR PKG 1AE or Mfr’s Rep or

Admin Enters Promo
Info into Mfr’s SWR
PKG 4 Management

System

Manufacturer’s
SWR PKG 4
Management

System

AE Conducts Final
Review for
Accuracy,

Transfers to
“approved” folder

in SharePoint

SWR PKG 1

CUST or Wholesaler Is Able to
Begin Ordering and Taking

Advantage of Promo

Product
Delivered to

CUST

Mfr Sends
Invoice to CUST

CUST Deducts
Amounts from Mfr’s

Invoice?

CUST Pays Mfr’s
Invoice

Mfr Pays Commission to
XYZ

  No

Yes

Deduction or
Invoice is

Compared to
Promo or New
Item Contract

Submit deduction clearing
forms (and/or issue check,
and/or enter into client's
software, and/or write a

repay letter if deduction is
unauthorized)

Track deduction
to make sure

resolved

Maintain Monthly
Tracking

Deduction Log

Prepare Monthly
Top 20 Credits

Recap

Yes

Credits Management

Admin Manages /
Watches Mfr
Credits Log,

Invoices, Deduction
Notices (e.g.)

Weekly

Deduction
Applicable to Your

Division?

Process End

No

CUST Issues
Credit to Mfr

Mfr Pays Commission to
XYZ on Recovered

Amounts

Manufacturer’s
SWR PKG 4
Management

System (Whether
System or
Manual)

Resolve Price
Database Errors

Resolve
Requested

Promotion Not
Authorized

Errors

Resolve
Promotion

Available, but Not
Requested Errors

Resolve Other
Types of Errors

AE Assist Error
Resolution

Mfr Admin Assist
Error Resolution

Account Mgr
Assist Error
Resolution

Manufacturer’s
Promotion

Planning form
Created by AE,

Including
Contract Request

Template

Create SWR
PKG 1

Promotion
Request

Form

Yes

SWR PKG 1
Promo

Department
Enters Into SWR

PKG 1

Notifies
Admin that
Promo is
Entered,
Provides

Promo Name

Verifies Promo
Correct in SWR

PKG 1

Account Manager
Delivers Contract

to CUST or
Wholesaler

Manufacturer’s
SWR PKG 4
Management

System
(Automated or

Manual)

Working DIV 3
Sheets (XYZ

generates, same
info as Promo
Contract, but

More info,
graphics, etc.

Revised if
Necessary

AE / AM / Retail
Org access

Working DIV 3
Sheets as
needed for
reference

Share Point

Did promo get
run the way we
presented it?

Data: did it generate
expected sales lift?
(Need case counts,

shipments (in SWR PKG
1 if we get info from
mfr), consumption

(Nielson)

 Reconcile SWR
PKG 4 system on

what actual
spend was

Who enters data /
where do we get it?

(AE is responsible for
pulling post

promotion reports and
updating the AMs)

Post Promotion Analysis - Ongoing
(Trigger When Data Available – 4
Weeks After End of Promotion)

Make necessary
changes to
Calendar

Create Request
for EDI

Transmission
and Transmit

Request Correct
CUST Form (Paper
or EDI)  from Forms
Package (or type up

yourself)???

If Transmitted via EDI

Hard Copy of Promo
Filed With Mfr’s

Approval (email or
signature)

Check for EDI
Acknowledgement

Process End

File
Acknowledgement

If No, Fix Problem
And Retransmit

If Retransmitted,
Check With CUST

after 3 Days to
Prevent Double
Transmission

Annual / Quarterly Promotion
Calendar – Pre-Planning Process

(Mfr is involved in entire process to
varying degrees, based on AE’s

judgment)
Review Promo
Analysis from
Previous Time

Period

Bump Chart?

Best Week /
Worst Week

AM OR AE
Presentation to

CUST on
Calendar, Qtrly,

et. al. Plans

Analysis to
Prepare for New

Promotion
Complete

AE and client
make initial
calendar,

includes AM
input

AE gets input
from AMs in

other cities to
develop best
promotion.

Confirm Any
Requested

Changes with Mfr

Otpional:  Mfr
Sign Off Final

Calendar (Repost
to Sharepoint for
Spoke Accounts)

Process End

Day to Day
Promotion Execution

Final Approval
from MFR to

Execute Promo
(via Email or
Signature)

Retail Data
Analysis

Planogram
Development

If Spoke Account,
Distribute Approved

Plans to AMs
(Posted to

Sharepoint)

Any Changes
Requested

Must be Posted to
SharePoint

By AM

AE or AM gets
Final Approval

from CUST

If CUST Requests
Changes, Must Get Written

Mfr Approval

Share Point

Summary of Post Promo
Analysis

Share Point

Selling to Sub
Groups

Share Point

Update Calendar
With Any Changes, Post Approved

Promo Contract

Share Point

New Item Process (A newly
introduced item by Mfr)

Void Fill Process (Item that is new
for a CUST but Not New for the

Market)

Mfr Brings Bulk
of New Item

Research and
Marketing
Program.

AE / AM Blends
Local Market

Knowledge with
Mfr’s Info

Prepare New Item
Paperwork Needed by

CUST (By hand or using
SWR PKG 1 forms

package.  CUSTs ask for
this at different times in

process)

Category Analysis –
Prepare for Void Fill

Proposal (Mfr is
involved in entire

process to varying
degrees, e.g. slotting

fees, trade dollars, etc.)

Day to Day Presentation of
New Items to CUST

Presentation

If Wholesaler,
Revise and Begin

Selling to Sub Groups

Share Point

Planograms Share Point

???

Share Point

Deduction Question
Tracker, Deduction Log

Make sure that we use
the same software and
process for all mfrs that
do not have their own

system (access
database / sharepoint)

Update CUST’s Promo
Calendar for New

Items (Including any
Promo Contracts that

have Already Been
Approved)

SWR PKG 1

Update Other Contracts
 If  Needed

Share Point

If No
Trade
Funds

System or
Deduction

System

Update client's
system or report  for
Market Development

Funds, Clear
deduction

(according to
Client’s rules)

For Clients with No SWR
PKG 4 System, Post to
Sharepoint ?  (FUTURE)

If selling to
Sub Groups,

Start at This Point,
Unless Funds Paid

Directly to Sub Groups

Put Buy / Drop List
Into Share Point

Miscellaneous Processes

Conference Call
Agendas and

Minutes (Division
may use their

own form)

AE Question
Tracker

Share Point

Pricing Reports

Call Reports
(Division may
use their own

form)

Load New Item
Info into SWR

PKG 1

Collect and return
orders to wholesaler
(unique per CUST)

Process End

Promotion
Calendar (May
not produce for

all CUSTs)

Sub Groups New Item
Presentation

If have sub groups

Working DIV 3
Sheets (XYZ

generates, same
info as New Item

Contract, but
More info,

graphics, etc.

Revised if
Necessary

AE / AM access
Working DIV 3

Sheets as needed
for reference /

surveys

Share Point

Collect and return
Authorizations or

Surveys to wholesaler
(unique per CUST)

Process End

Get Written
Approval from Mfr
on Any New Items
or Void Fills to be

Presented

Key Info needed by
Retail Services Posted
to Sharepoint (e.g. info
that doesn’t go into DIV

3 Trak TPRs, Ads,
Displays, Major Promo

Information,
Discontinued Items)

Share Point

Client Access to
Sharepoint

Day to Day
Promotion

Authorization

Client needs
copy of Promo

Contract

Client needs
copy of Promo

Calendar

CDM to Field Updates

On Major Clients,
Need to Update

Pertinent info for
Field (Need

templates, think
through)

Field Responses
to CDM info

Requests (Need
templates, think

through)

Share Point

CDM / CSMs have access as
needed

Retail Credit Memo

Damage Refunds

Write Credit Memo
and Submit

Paperwork to Request
Check

Deliver Check
If e.g. CUST

Bought Displays

A

A

Compliance Audit

Monitor SWR PKG 1 errors
– which Customers are
generating too many

errors, request AM to get
Customer to clean up
database and ordering

Marketing Analysis

Client Access

Secure Proof of
Promo or New

Item Performance
from AE, et. al.

Request
Necessary

Documentation to
Work The
Deduction Work with

AE or Client
to Resolve

No

Yes

Funds
Available?

Sharepoint Use
and Accurate
Updating Is
Manadatory

Coordinate with
Annual Self Audit

Process

Div Mgr determines
monthly priorities /
projects based on

available in store time

Revisions
As Needed

New Item Project Info
For Review by Div Mgr, CSM

Parallel in
Some Cases

DIV 3 efforts to
Sub Groups are

In Parallel in
Some Cases

Make sure Client
Knows where

Credits should be
going

Forward to
applicable
Division

Top Items causing
updates to SWR PKG

4 Account:
- Deduction clearing
- Promo evaluation

- Invoices

Unplanned SWR PKG
4 Available Report (to

know if you can
pursue an

opportunity)

Admin posts
contract to
“proposed”

folder in
SharePoint

Share Point

AE provided
essential minimum
items for Contract
Request Template?

No

New Item Process

Resolve Order Errors

Promotions Processes

C

Update Distributions
with Information from

Client As Needed

DIV 3 Trak

Sell Billable Projects

Price Updates (Just
identifying problems for

the moment)

Problem:  CUST
does not update

their systems
correctly, on time

Problem:  Client
does not give
adequate lead

time

Problem:  CUST
orders out of

normal bracket

Problem:
Customer

specific pricing
has to be set up

separately
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Symbol Legend and Color Codes

Activity Done
on a

Computer by
a Person

Process Data Store
Paper Document

Process End

Basic Retail
Services Process

Basic Daily
Process for

CUST Ordering
Product

Process Start

Process
Connector

Basic
Promotions

Process

Basic New Item
Process


