
Policy:	 Accurate internal control of screening potential new customers will be 
maintained at all times. 
 
Purpose: Establish procedures for screening and approving potential new
customers.

Scope:	 Procedures apply to all potential new customers of the company.

Procedure:

1.0	 INQUIRY RECEIVED FROM POTENTIAL NEW CUSTOMER

1.1	 If the customer is a large publicly traded company, the salesperson forwards 
the customer’s ticker symbol to Accounts Receivable, the VP of Sales and Marketing 
and the Controller.  The Controller looks up the Customer’s ticker symbol and prints 
the company’s last annual report and latest financial statements from the EDGAR 
website and approves or denies credit.   If the Customer is denied credit at this 
point, they can continue the approval process as outlined below.

1.2	 Customer fills out credit application (appendix __) and faxes the application 
to Accounts Receivable.

1.3	 Accounts Receivable reviews credit application, prints the customer’s D&B 
report if applicable, checks credit through Experian, calls trade references and 
verifies bank account information.

1.4	 Accounts Receivable records all information and forwards to VP of Sales 
and Marketing and Controller.

1.5	 Controller reviews customer information and approves or denies credit.  

1.6	 Controller notifies VP of Sales and Marketing when credit is approved or 
denied, VP of Sales and Marketing notifies salesperson in charge of the customer.  
Salesperson will then inform the customer.

2.0	 RECORDKEEPING

2.1	 If customer credit is approved, Sales notifies Accounts Receivable and an 
accounts receivable file and correspondence file are created, as well as a digital 
customer file.

2.2	 If customer credit is denied, Sales notifies Account Receivable and a digital 
and paper file is created. 
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