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FORWARD

This policy applies to SuperMedia Media Consultants in the Northeast Area. Sales policies are subject to changes from time to time in the form of additions, deletions, or modifications at the discretion of management.

The purpose of this document is to set forth information and guidelines for Media Consultants conducting business on behalf of SuperMedia.

In the interest of good sales practices, it is necessary to exercise intra-company controls over certain aspects of sales and administration. SuperMedia sales policies address establishing objectives, assigning account responsibility, crediting sales results and controlling canvass activity. In addition, this material provides useful references to other SuperMedia policies that guide Media Consultant in their daily work activities.

Responsibility for assuring that SuperMedia policies are followed rests with all employees. The Media Consultant’s manager and all other employees involved in account processing are expected to assist and support the Media Consultant in this endeavor.

In any application of policy, if management determines an unexpected and/or inappropriate result occurs, management may adjust the result.

SuperMedia Management Policies apply to SuperMedia Media Consultant. In the event of any conflict between the provisions of these policies and an applicable collective bargaining agreement, the applicable collective bargaining agreement governs.
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An Important Message about Ethics

SuperMedia expects its employees to perform their duties with integrity, quality, efficiency and speed and to deliver excellent customer service. Utilizing knowledge, skill, and creativity each employee is responsible for upholding the SuperMedia commitment to the highest standards of business conduct. SuperMedia’s Code of Business Conduct can be obtained through inSite: http://insite/insite.portal - policies.
ESTABLISHING OBJECTIVES

Management will establish financial and productivity objectives for every Media Consultant, taking into account such factors as growth objectives, market conditions, product factors, job titles and account assignments.

ACCOUNT ASSIGNMENT

Media Consultants are responsible to plan, contact, sell, secure proper account authorization, report and document transactions for customer accounts assigned to them. Customer accounts will be assigned to Media Consultants in the manner prescribed by management. Factors that may be considered include, but are not limited to, the following:

· Canvass dynamics (e.g., length of canvass or canvass type: primary, secondary, prospect)

· Media Consultant-to-account continuity (including accountability for previous sales)

· CUSTOMER COMPLAINTS (CR-61)

Media Consultants are accountable for their sales errors. Primary and secondary canvasses will be treated as separate, stand-alone canvasses as they relate to complaint accountability. A complaint account includes all locations and telephone numbers that are or will be associated, and all related multi-product advertising assigned to the affected canvass. If a Media Consultant sells advertising to an account and the customer later files a complaint, prior to the assignment of the account in the subsequent canvass, the Media Consultant will be responsible for the account in the subsequent canvass if they are assigned to that canvass. If the Media Consultant responsible for the CR-61 is not assigned to the canvass then the account will be assigned following the assignment rules established by management for that canvass. See “Customer Complaints (CR-61)” under the “Sales Crediting” heading for sales crediting information.

· KEY ACCOUNTS

In applicable canvasses, key accounts (defined by management for each sales channel) may be assigned to Media Consultants that were responsible for the accounts in the previous sales canvass, in cases where existing customers increased or decreased their advertising purchase in the previous canvass by a certain amount, or if a non-advertising customer purchased new advertising in the previous canvass (including SOHOs). If the Media Consultant that sold the key account in the previous canvass is not assigned to the current canvass, then the key account will be assigned following the assignment rules established by management for that canvass.

· Account-level revenue ranges

Revenue ranges will be established for each sales canvass for the purpose of assigning revenue accounts to the appropriate sales channel, as determined by management. After the initial account assignment process, accounts can only be shifted to another channel, based on PI revenue value, at management’s discretion.

ACCOUNT POINT OF CONTACT (POC)

If joint ownership exists and one contact is requested, the customer must determine the location where the contact will occur. Once the request for one contact is made, the new location serves as the POC for the entire account. POC guidelines thereafter apply to determine which Media Consultant assumes account responsibility, and the timing by which the account transfer occurs.

A Media Consultant that identifies a POC change is responsible to immediately determine account responsibility, based on the new location of the POC, and communicate the POC change to management. Unless management specifies another point in time in the canvass plan, a Media Consultant that identifies a POC change, with 10 days or less remaining until telco close, is responsible to work and report the entire account. If multiple products with present issue exist for an advertiser in a canvass, the product with the earliest telco close date will be used to determine the 10-day window for which the entire account may or may not be transmitted. Under unique circumstances, management may agree to transmit and/or accept an account after this time period based on business requirements.

· Inter-Area POC Change Between Northeast and another Area (e.g. Northeast and West & Independent):

· When two or more accounts exist with locations in separate Areas that have the same POC, the responsibility for each account in the current canvass will remain with the assigned Media Consultants. See Note 2.

· When an actual POC changes during a canvass and the new location is in a different Area (with or without a physical or advance move), the responsibility for the account in the current canvass will remain with the assigned Media Consultant. See Note 2.

· When an Additional/Alternate Listing (ALST) dissociates from a business and becomes its own business with a location in another Area, the responsibility for the ALST account and the original account in the current canvass will remain with the assigned Media Consultant. See Note 2.

· EXCEPTION: If an ALST dissociates from one business and joins a business located in another Area (with existing advertising), the Media Consultant assigned to the account that the ALST joined will assume responsibility for the ALST advertiser and process the entire account. The Media Consultant originally assigned the account from which the ALST dissociated will remain responsible for the entire present issue of the account (despite the dissociation of any ALST revenue). Crediting sales results is the same in circumstances when a Primary Listing (PL) becomes an ALST on another PL. The Media Consultant originally assigned the PL account will remain responsible for the present issue revenue for that account.

· Intra-Area POC Change Within Northeast Only (e.g. Long Island and Elmwood Park):

· When two or more accounts exist within Northeast that have the same POC, the accounts should be combined and reported by one Media Consultant in the current canvass.

· If the accounts exist in the same canvass, the Media Consultant whose account has the highest present issue revenue amount will assume responsibility for the entire account (Bulk of Billing). If present issue revenue amounts are equal, responsibility defaults to the Media Consultant with the account with the earliest telephone service record date. This includes circumstances when a Primary Listing (PL) becomes an ALST on another PL. See Note 1.

· If the accounts exist in different canvasses, the Media Consultant assigned to the canvass that serves the location of the POC will assume responsibility for the entire account. See Note 1.

· When a POC change occurs and the new location is in Northeast (with or without a physical or advance move), a Media Consultant assigned to the canvass that serves the location of the POC will assume responsibility for the entire account. See Note 1.

· If an ALST dissociates from one business and joins a business located within Northeast (with existing advertising), the Media Consultant assigned to the account that the ALST joined will assume responsibility for the ALST advertiser and process the entire account. The Media Consultant originally assigned the account from which the ALST dissociated will remain responsible for the entire present issue of the account (despite the dissociation of any ALST revenue). See Note 2.

· When an ALST dissociates from a business and becomes its own business within Northeast, the responsibility for the ALST account and the original account in the current canvass will remain with the assigned Media Consultant. See Note 2.

NOTE 1. Affected Media Consultants must transmit accounts immediately to be properly assigned to the responsible Media Consultant in the current canvass.

NOTE 2. The Media Consultant that reports the account in the current canvass is responsible to properly re-code the account for assignment in the subsequent canvass based on POC (next market memo).

· Workforce size and composition

Account assignment will be determined by sales resources assigned to a canvass (e.g. MAE assigned to complex, high-revenue accounts)

· Balanced account distribution based on Media Consultant capacity and demonstrated performance on prior and current assignment

Media Consultants who have completed their initial sales training period will carry a minimum of 30-workdays-equivalent account assignment. Additional accounts (present issue revenue, new install and non-advertiser) may be released, based on canvass guidelines established by management, in order to maintain a consistent level of accounts released. If a Media Consultant does not meet the minimum canvass pacing requirements, accounts may be reassigned and the release of additional accounts (current or future canvasses) may be withheld or withdrawn until minimum canvass pacing requirements are met (see Territory Control).

· ACCOUNT CREDIT STATUS (if applicable)

· If CAAs are not participating in the canvass, a Media Consultant is responsible to work and report an account that is in a credit-stop status regardless of when the credit-stop notification was placed on the account.

· If CAAs are participating in the canvass and management determines there is sufficient CAA staffing, an account that is not partially or fully closed and is placed in credit-stop status should be transmitted to the CAA channel in the required timeframe. The assigned Media Consultant will be given 5 days from the time they are notified a credit-stop has been placed on the account, to clear the status and retain the account. If unable to clear the credit-stop status, the Media Consultant must immediately transmit the entire account to a CAA.

· If an account is partially or fully closed prior to credit-stop notification, the assigned Media Consultant will be responsible to work and report the account.

· Unless management specifies another point in time in the canvass plan, if a credit-stop notification is placed on an account with 10 days or less remaining until telco close, the assigned Media Consultant will be responsible to work and report the account.

At the discretion of management, errors in account assignment(s) may be corrected.

SALES CREDITING

When proper account authorization is secured for new issue revenue, the Media Consultant will be credited with preliminary sales results, subject to sales policy and the VISTA sales compensation plan. Incentive compensation is advanced based on preliminary sales results and in accordance with a predetermined compensation schedule. Management and/or the SuperMedia Compensation Committee may reject a sale, fix the Terms and Conditions of an order, reduce or increase sales objective retirement and/or reduce payout value in accordance with sales policies.

A Media Consultant will receive a compensation schedule indicating the sales reporting period and the incentive amounts that are being advanced on the paycheck. Amounts requiring adjustments to the paychecks for sales performance and special pay will be made in the next available pay cycle that would include normal incentive pay.

Incentive compensation is not “earned” until the sale is Final, and a sale is not deemed Final for incentive compensation purposes unless and until the customer advertising is accepted and published in accordance with the terms and conditions of the customer's Application for Directory Advertising (ADA) with SuperMedia. Thus, for example, when customer advertising is cancelled and removed from publishing and billing, no incentive compensation is earned. Nevertheless, SuperMedia will advance to Media Consultants incentive compensation based upon preliminary sales results. All incentive compensation that is advanced is subject to reconciliation with earned incentive compensation (once sales become final) and thus, incentive compensation that is advanced and that is greater than what the Media Consultant actually earned will be recovered by SuperMedia from the Media Consultant (either from future incentive compensation advances or otherwise).

Incentive Advance Payment and Recovery for SuperPages.com product sales are handled as follows: SuperMedia calculates sales incentive compensation advances based on a typical customer commitment of twelve (12) months for each Application of Directory Advertising (ADA) made by the customer through an SuperMedia Media Consultant. Therefore, sales incentive rates are based on a twelve-month value. Sales incentive compensation advances are subject to adjustments based on post sale order adjustment activity. To reconcile “.com” products that “Auto Renew” (Automatically Renew) with the Media Consultant’s customer activity, 1/12 times the number of remaining months of the “Auto Renew” value is subtracted from sales results, as applicable. 

In the event that an overpayment occurs, the amount owed the Company will be offset against future sales incentive compensation advances before the Company pays any further sales incentive compensation advances. If necessary, this procedure will continue through the Plan year. At Plan year-end, if an overpayment situation occurs or still remains, the debt will continue to be retired by offsets against future sales incentive compensation advances. If the debt is not retired by the end of the following Plan year, then the employee must retire the debt with payment within thirty calendar days of notification by Sales Management. A Media Consultant may at any time make a payment to SuperMedia for reimbursement of the overpayment. The amount owed when a cash payment is made would be the net amount (after taxes and deductions). This arrangement should be coordinated with HR Sales Compensation Operations. If there is an outstanding debt during the Plan year or at the end of the Plan year and the employee is no longer staffed in a sales incentive position, the employee must pay the debt in full (net amount) within thirty calendar days of notification by Sales Management. Any overpayment that occurred as a result of fraudulent information or inappropriate/unethical business conduct must be immediately repaid to SuperMedia.

· ACCOUNTS SOLD IN ERROR/VIOLATIONS OF TERRITORY

If a Media Consultant sells an account that is not assigned to their territory, the transaction will be reversed from their results and previously advanced incentive compensation payment. The Media Consultant who was assigned the account will be credited for the transaction in their results and corresponding advanced incentive compensation. The Media Consultant who sold the account out-of territory will be responsible for any customer complaint (sales) resulting from the sale. 

· ADVANCE ISSUE SALE

When a Media Consultant renews and/or increases present issue advertising in advance of the sales begin date for a product or group of products, the sale is an Advance Issue Sale. In general, Advance Issue Sale(s) are not permitted. However, with SPM approval Advance Issue Sales are transmitted, temporarily reported on the Division Miscellaneous Report (9300), and must be reauthorized during the actual directory canvass for proper sales crediting.

· BANKRUPTCY REPORTING (BK)

A customer account qualifies for bankruptcy reporting when the business has filed for reorganization under U. S. bankruptcy laws (Chapter 7 and Chapter 11) and SuperMedia becomes aware of such filing. To verify the bankruptcy, either a Receivables Management memo or the bankruptcy court case information must be obtained (case number, filing date and attorney name and phone number), please refer to Corporate Credit Policy at: http://dss.is.idearc.com/forms/idearc/idearc_credit_policy.doc.
· CUSTOMER COMPLAINTS (CR-61)

A customer complaint that originates from a sales error and results in a reduction of the charges the company would otherwise be able to bill and collect from the customer, will be reconciled with incentive compensation advanced to the Media Consultant at the time of the sale. In cases where advanced incentive compensation is greater than earned incentive compensation, the overpayment will be offset against future incentive compensation advances.

In the subsequent canvass, the Media Consultant assigned the account will be responsible for the new issue revenue amount credited in the previous canvass. However, if a customer complaint is filed on an account prior to initial assignment in the subsequent canvass, and a billing credit is given to the customer, the Media Consultant is protected from a loss at the customer level up to the amount of the billing credit given to the customer.

See "Customer Complaints (CR-61)" under the "Account Assignment" heading for account assignment information.

· OUT-OF-BUSINESS (OB)

The change, referral or disconnection of a phone number or Internet address, or the sale of the business or assets described in an advertisement, does not release an advertiser from their billing obligations. However, the advertiser’s obligation for charges may be released if, prior to any failure to pay due billing, the advertiser can prove all of the following:

· All phone numbers and street addresses identified, referred to, or used in any way in connection with the advertising have been disconnected; including all successor, assigns and parties affiliated with, or related to, the business;

· The business to which the advertising relates (or may relate) has ceased operation and has not and will not be reestablished during the circulation period of the Directory or Product; including all successors, assigns and parties affiliated with, or related to, the business; and

· Neither the advertiser nor any successors, assigns or parties affiliated with or related to the business, will receive direct or indirect benefit from the advertising in the future.

An account that meets all the requirements listed above is considered Out-of-Business (OB). A Media Consultant is not responsible for the present issue revenue or new issue revenue associated with an account assigned to them that is OB. The Media Consultant and their SM are responsible for verifying and internally reporting OB customers. Thorough investigation must reveal that the OB requirements have been met; as verified by the SM, approved by the SPM and documented using the OB Checklist: http://dss.is.idearc.com/forms/ob_checklist.doc
· REASSIGNED-CANCELLED ACCOUNTS

Customer accounts that completely cancel their advertising with a Media Consultant may be reassigned and reworked by another Media Consultant in the same canvass at management’s discretion. The Media Consultant that was originally assigned the account is credited with the present issue and zero new issue revenue. The Media Consultant that reworks the reassigned account is credited with zero present issue and the new issue revenue amount that results from reworking the account.

· RELEASED-REASSIGNED ACCOUNT CREDITING

If a Media Consultant is not meeting territory control standards set for the canvass, sales management may reassign accounts, which have been released but not closed, to another Media Consultant for completion. The Media Consultant that closes the reassigned account will receive the sales crediting if the new issue revenue is greater than the present issue revenue. The Media Consultant from which the original account was removed will receive the sales crediting for the reassigned account, closed by another Media Consultant, if the new issue revenue is equal to or less than the present issue revenue.

· CONFLICT OF INTEREST

A Media Consultant may not sell advertising to himself/herself or to someone with whom he/she has a close personal relationship.  Examples include a spouse or former spouse, family or household members, partners or former partners in a business or someone with whom they have or had a romantic relationship with.  If a Media Consultant is aware of a client or potential client with whom he/she has a close personal relationship, he or she must immediately notify the Sales Manager of the Account/Lead.  The Sales Manager will have the client or potential client assigned to someone who does not have a conflict of interest, and the Unit will be awarded credit for the sale.  

· SPLIT SALES

With management’s approval, a customer account assigned to one Media Consultant may be sold by another Media Consultant. Sales crediting will apply as follows:

· New issue revenue, up to the value of the present issue revenue of the account, is credited to the assigned Media Consultant, and 

· New issue revenue that is increased above the present issue revenue of the account, will be split between the assigned Media Consultant and the Media Consultant  that sold the account.

· EXCEPTION: For SP.com products with a variable component (e.g. PPC), the Variable Spend will be credited to the Media Consultant that sold the account.
· UNABLE TO CONTACT/UNHANDLED ACCOUNTS (UTC)

Every effort must be made by the Media Consultant to secure proper authorization on all customer accounts. In those rare cases when signed or “rapped” authorization cannot be obtained, the Sales Rep must follow the UTC process (Click here to Review the UTC Process doc.) UTC Policy is consistent with the automatic renewal provision within Section 3 of the SuperMedia Advertising Agreement Terms and Conditions. 

As described in Section 4 of the SuperMedia Advertising Agreement Terms and Conditions. 

Superpages.com electronic ads and services auto renewed via UTC will renew for successive one-month terms (month to month).

In the event the auto-renewal situation occurs using the UTC process, the account will be considered to have proper account authorization and the Media Consultant will receive sales crediting as described under the heading of “Sales Crediting/or Revenue Reporting” within the sales policy.  (Click here to Review the UTC Process doc, on Sales Rep City under Policies and Procedures.)

Any accounts that are closed under the UTC process and later result in a customer complaint (CR-61), UTC accounts will be considered a sales error and will be treated as outlined under the heading of “Customer Complaints (CR-61)” within the sales policy.
TERRITORY CONTROL

Media Consultants are expected to plan and manage their activities in order to achieve timely completion of their assigned responsibilities. Management intends to establish minimum canvass pacing standards for Media Consultants in the canvass plan, which will be clearly communicated at the beginning of the canvass. Canvass pacing standards may be set for any of the following types of accounts: present issue revenue, new install and/or non-advertiser. The standards for canvass pacing may include the timely reporting of present issue revenue renewal, growth, decrease and cancellation. The standards for the timely reporting of new install and non-advertiser revenue may include average value of sales, conversion rate and closing unsold prospect accounts in the selling system.

At any time during a canvass, management may remove present issue revenue, new install and/or non-advertiser accounts from a Media Consultant’s current or future assignment when minimum canvass pacing standards are not met. Accounts that are removed from a Media Consultant may, at management’s discretion, be reassigned to other Media Consultants for initial contact or re-contact.

Media Consultants are discouraged from taking a “first call” loss. However, the Media Consultant must make the applicable Application for Directory Advertising (ADA) revisions and report the new issue revenue for all existing revenue accounts that decrease and/or cancel, within 10 calendar days from when the advertiser first notifies the Media Consultant of the new issue advertising program they desire.

Under no circumstances should the impact on sales compensation, financial results, quotas, or budget affect the timeliness of reporting present issue revenue decreases and cancellations. If management discovers material irregularities in the timeliness of reporting, action steps will be taken in accordance with the SuperMedia Code of Business Conduct.

Management may apply progressive disciplinary steps, following a “just cause” standard, that are adapted to the individual and the individual's circumstances as part of the methods used to improve substandard employee performance. If progressive discipline fails, the employee may be terminated.
In certain markets, management may assign additional accounts to those Media Consultants whose performance on prior and current account assignment meets or exceeds sales objectives.

DEFINITIONS

ACCOUNTS, TYPES OF

· Credit-stop/Delinquent Accounts: A Credit Stop account is an account that no longer meets SuperMedia credit requirements.

· Joint User Accounts: Joint User accounts are defined as separate businesses sharing the use of a primary customer business telephone service and are discouraged. ADAs for joint user accounts must be verified and approved by the District Sales Manager (SM). 

· Key Accounts: Existing advertisers in a canvass that increase or decrease their advertising spend at or in excess of a threshold set by management, or non-advertising customers in a canvass that purchase new advertising.

· Released Accounts: Accounts that have been assigned and released to a Media Consultant for contact by the Media Consultant on behalf of s Media for the purpose of selling SuperMedia advertising products and services. 

· Released-Reassigned Accounts: Accounts that have been released to a Media Consultant but are subsequently removed from the Media Consultant’s assignment and reassigned to another Media Consultant(s) or to the division for the purpose of contacting customers to sell SuperMedia advertising products and services. Accounts that have been released and are subsequently reassigned will be reassigned based on canvass guidelines established by management.   

· Transmitted Accounts: Accounts returned to Market Assignment for appropriate assignment to other Media Consultants, or for special sales crediting at the unit or division level. Please refer to specific policies for descriptions of circumstances that warrant transmittals.

· Unreleased Accounts: Accounts that are preliminarily assigned to a Media Consultant, but should not be contacted by the Media Consultant.

· Unreleased-Reassigned Accounts: Accounts that are preliminarily assigned to a Media Consultant that are subsequently removed from the Media Consultant’s preliminary assignment and reassigned to another Media Consultant(s) or to the division for the purpose of contacting customers to sell SuperMedia advertising products and services.

· Small Office/Home Office (SOHO): SOHO accounts are defined as residential customers who run a business out of the home. Sales to SOHO accounts must comply with Corporate Credit Policy.

APPLICATION FOR DIRECTORY ADVERTISING (ADA)

Authorizes the Media Consultant to solicit listings and units of advertising from customers in accordance with the SuperMedia Terms and Conditions, when gaining customer agreement using the Authorization of Advertising process.

CANVASS CYCLE

All sales territories are organized into markets and are then divided into sales canvasses. The reasons for establishing sales canvasses include, but are not limited to, resource planning, deadline compliance, customer satisfaction and workflow management.

· Primary Canvass: a sales campaign during which Media Consultants sell advertising into products with a publication cycle that coincides with the timing of the primary canvass, and that are distributed to the geographical area where the customers are primarily located.

· Secondary Canvass: a sales campaign during which Media Consultants sell advertising into products with a publication cycle that is significantly different than products assigned to the primary canvass, and that are distributed to the geographical area adjacent to where the customers are primarily located.

· Foreign Canvass: a sales campaign during which Media Consultants sell advertising to customers located in a geographical area where SuperMedia does not currently publish a print directory.

· Prospect Canvass: a sales campaign during which Media Consultants focus on selling advertising to businesses that are not currently purchasing SuperMedia products or services.

· Reassigned Canvass: a sales campaign during which Media Consultants focus on selling advertising to businesses that were reassigned accounts from a primary secondary, foreign or prospect canvass.

CHANNEL

The sales organization responsible for sales within a particular market or segment of customers (i.e., Telephone Media Consultant, Premise Media Consultant, Premise Account Executive, Major Account Executive, Customer Account Agent, NYPS/CMR, Alternate Sales Channel-ASC, The Customer Center, etc.).

CLAIM

A reported error and/or concern received by Customer Care from various sources.

CLAIM MEMO

A system-generated memo (CR-61) when a claim is opened by Customer Care. 

CONTINUITY

The continuous assignment of the same Media Consultant to a customer over a period of several directory issues. 

CUSTOMER ACCOUNT AGENT (CAA)

A Media Consultant contact type who works with delinquent customers, or with customers with Credit Stops.

CUSTOMER COMPLAINTS AND ERRORS (CR61; S3006; Claim)
Errors reported on the Customer Complaint Sales Report for which negative adjustments to New Issue revenue are made.

MARKET

Geographic area of customers/POC that make up a territory of a directory or group of directories (can contain more than one Canvass).

REVENUE, TYPES OF

· New Install Revenue (New): New Install is the New Issue dollar amount of a newly established customer’s advertising for applicable products sold in a specific sales canvass.

· New Issue Revenue (NI): New Issue is the dollar amount of a customer’s advertising to appear in upcoming print and online publication(s) for applicable products sold in a specific sales canvass.

· Non-Advertiser Revenue (Non): Non-Advertiser is the New Issue dollar amount of a non-advertiser customer’s advertising for applicable products sold in a specific sales canvass.

· Present Issue Revenue (PI): Present Issue is the dollar amount, of a customer’s advertising currently appearing in print and online publication(s) for applicable products sold in the prior sales canvass.

POINT OF CONTACT

Point of Contact (POC) is defined as the physical location of the person who has the financial authority to buy advertising for a business. The following sites are not considered POC unless they house the only office space where a firm does business: advertising agency; telephone answering service; private residence; branch office(s) where the advertising authority occasionally visits; temporary building or construction sites; P.O. Box.

TELCO CLOSE

A scheduled event in the directory cycle that identifies the deadline for all listing activities through the telephone company.

OTHER POLICIES—FINANCE

· AUTHORIZATION OF ADVERTISING

SuperMedia requires proper authorization of advertising from its customers. To authorize advertising, Media Consultants must obtain the signature of the customer (in person, by facsimile, by mail or from the SuperMedia authorized third-party verification service). If a third party represents the customer, the Media Consultant must obtain written verification that the relationship exists between the customer and the third party, using the form located at http://dss.is.idearc.com/forms/directory_consultant.doc. For additional details about authorization, please refer to: http://dss.is.idearc.com/policies/auth_requirements.doc.  
Accounts with an NI of $749.99 or below can be authorized by the financial authority using RAP.  Accounts with an NI of $750.00 or more require a signature from the authorized financial authority.
· BARTER

Barter accounts are not eligible for sales crediting for the bartered portion of advertising. See Financial Policy Barter Transactions at: http://Barter Policy.

· CREDIT APPROVAL

An advertising order must have information necessary to contact and bill the customer. The complete and accurate mailing (billing) address must be included. All advertising must comply with Corporate Credit Policy standards. See Corporate Credit Policy at: http://dss.is.idearc.com/forms/idearc/idearc_credit_policy.doc.
OTHER POLICIES—MARKETING

· ADVERTISING STANDARDS AND ETHICS

The success of SuperMedia depends on the integrity and credibility of each advertisement placed in its products and services. For specific regulations concerning SuperMedia advertising, please refer to: http://marketing.vis.verizon.com/policy_information.cfm. 

· 
RATE OVERRIDE

A business decision to charge a customer a different rate than the list price or authorized discount program price, in the contract system, is referred to as “rate override.”  For policy details, refer to: http://dss.is.idearc.com/policies/rate_override_policy.doc
OTHER POLICIES—NATIONAL SALES

· NATIONAL ADVERTISING (NYPS/CMR)

National advertising is placed by Certified Marketing Representatives (CMRs) and is processed internally by SuperMedia National Sales.

Minimum Qualifications for a National Print Advertising Program (NYPS)

An advertiser’s print advertising program must meet the following criteria for placement through the National Sales channel: print advertising with two (2) or more publishers, in twenty (20) or more print directories, distributed in at least three (3) states*, with at least thirty percent (30%) of the advertising revenue ordered for Directories outside the Primary State (defined as the state with the highest dollar value in revenue), with greater than 20% of U.S. locations outside of SuperMedia scoped directory boundaries and appearing in greater than 20% of directories which are outside of SuperMedia scoped directory boundaries.

*California is considered one state.
Additional conditions for qualification include the following:
· SuperMedia will consider advertising for branches if they can be classified as: (a) parent company owned branches; or (b) independently owned local outlets or franchises of national firms. The local outlets or franchises must be part of a closed trade or brand program that includes a central control plan that provides such services as lease arrangements and purchasing and placement of advertising. Use of a common name is required.

· National advertising programs of major national companies that operate through individually owned outlets with names other than that of the national advertiser may qualify for the NYPS Dedicated Dealer Program. SuperMedia will consider for acceptance Dealer Advertising Programs if at least 50% of advertising placed is corporately funded. SuperMedia may require an affidavit from the customer’s corporate office confirming that these qualifications (or any of them) are met. SuperMedia does not allow Affiliate members for qualification.
· SuperMedia will not accept orders for NYPS from companies that perform management functions or group purchasing for similar businesses that are separately owned and will no longer accept emerging national accounts.
· SuperMedia reserves the right to accept NYPS orders from accounts that do not qualify under these qualifications if (a) the account meets the NYPS qualifications in effect immediately prior to January 19, 2007, and (b) the account’s size exceeds the SuperMedia local sales division’s capacity to meet its needs, as determined by the AVP and National Sales VP. Existing accounts will be grandfathered.

Regional Accounts are a previous account category which was closed in August 2001. Existing Regional Accounts which continue to meet the former account definition are grandfathered; no new Regional Accounts may be established.

When an account moves from one channel to another (Local or National), the receiving sales channel is responsible for all present issue revenue, whether arising from cancellation or transfer. For the local channel, the Media Consultant defends the PI up to the amount of the NI sold, resulting in net to net protection. For account transfer from Local to the National channel, the resulting amount of cancellation or transfer is reported as a “cancel transaction” and reported on a Division account 9700 number. 

Neither the local Media Consultant or the CMR may offer enhanced incentives.  

If Local sales believes that an advertiser does not meet the minimum qualification for National placement, Local sales may submit a National Account Status/Compliance Inquiry Form. National sales will respond to the Inquiry within two weeks of its transmittal. If the advertiser does not qualify for National placement, the account will remain Local.  

Escalations and status questions go to the ‘National Transfer’ e-mail address.
Local to National Transfers:

There may be movement of SuperMedia customer accounts (or parts of an existing account) from the Local to the National Sales Channel. This typically will create cancellation or transfer, defined below:

· With a properly detailed letter from a National advertiser, a CMR on the advertiser’s behalf may request cancellation of Local advertising. Verification of valid National account status in the case of requested cancellation is the responsibility of National sales.

· Transfers must be requested 2 weeks prior to the NYPS close date (6 weeks prior to telco close).
· To ensure equitable handling of National advertisers, Local sales will not:

· Contact advertisers designated as No Local Contact (NLC) in VAST (local contact allowed indicator is unchecked); provide pricing, proposals, or upgrades for existing Nationally placed items if a National advertiser contacts Local sales after the National close date; offer “Local channel only” incentive (discount) programs to National advertisers; include any paid National advertising in a barter proposal or agreement; create new Customer ID’s or alternate listings to place conflicting advertising or sell trade items with National closed finding lines.

· National advertising is not canceled after National close date except in cases of business closure, bankruptcy, or no longer authorized for the National product/service.
· Exceptions to these local sales handling procedures must be approved in writing by the appropriate SuperMedia Vice President—Sales and the Vice President—National Sales.
NYPS Local to National transfers must be completed by 7 days after the NYPS End date (1 week prior to Telco Close). NYPS publishing transfer after NYPS End date must be approved by the appropriate Area Vice President. The AJ521 must be entered by this date.  The memo will include all the NYPS qualifications for the customer including national qualifications, 20/20 qualifications and/or additional qualification conditions. After NYPS End, National Sales is authorized to accept National advertising on Non-Ads and New Connects if the location is becoming part of an existing National advertising program and the location has no existing paid Local advertising, and there are no VSS notes indicating contact by local sales.

National Sales determines the directories and related items that are applied to NYPS publishing transfer when necessary.  Insertion of National trade items (CTM, TM, TN, and Trademark Display):

· The insertion of National trade items supersedes locally placed trade items (with same/very similar finding lines) or “in-column” line items such as SL, BLN, SBLN and HS type items under the same heading where the National finding line is identical to the advertiser name.

· The insertion of National trade items, including trademark display, does not supersede existing items, which remain the responsibility of the assigned Local Media Consultant.

· Late trade advertising (Late Order) approval may be given to CMRs to place trade advertising after the NYPS end date, schedule permitting, if there are no conflicting local trade items.

Standards for insertion of National non-trade advertising, such as white pages, in-column, display items or specialty items such as tabs, coupons, covers are as described below:

· The insertion of National non-trade items supersedes Local non-trade advertising appearing under the same heading as NYPS based on listing name, phone number or location (exceptions may apply). If a Local advertiser indicates an account is being handled on a National basis, the Local Media Consultant completes the Local to National Notification Form and attaches a letter from the advertiser on advertiser’s letterhead indicating all advertising is being placed by a CMR. Upon SPM approval, this form is transmitted to National Sales for research and confirmation of items and directories. If the National advertiser does not own the location(s), only the local items with corresponding National items are superseded to NYPS.
· Prior to National close date, Local sales may sell additional advertising to a non-NLC advertiser as long as the advertising does not conflict with or duplicate National advertising. Local items added to the same class heading after the National advertising was received will be removed and reversed from the Local Media Consultant’s results.

· No local contact (NLC) results from cancellation, with the CMR assuming responsibility for a National advertiser’s directory and electronic advertising, in which case there is NLC by Local sales. National Sales is responsible for flagging NLC accounts in SuperMedia sales systems. National advertisers may be contacted by the local Media Consultant up to the National Close date unless marked as NLC in VAST.
OTHER POLICIES—REGULATORY

· DO NOT CONTACT/CALL

SuperMedia must comply with all applicable federal and state laws restricting calls to phone numbers listed in established “do-not-call” registries. In addition, SuperMedia voluntarily complies with do-not-call requests by maintaining a list of businesses that have specifically asked that SuperMedia not contact them for the purpose of sales solicitation. SuperMedia must ensure that its Media Consultants and any agents acting on SuperMedia’s behalf comply with do-not-call requests as provided in this policy.
1. Before calling a customer or prospective customer for the purpose of soliciting business, Media Consultants are responsible to check the phone number to see if it is on any “do-not-call” registries. This can be done by using the Do Not Call Phone Lookup tool. A job aid is available at: http://dss.is.idearc.com/policies/dnc_list_look_up.pdf.

If a Media Consultant proposes to call a business that is not on our internal “do-not-call” list, but is on a governmental “do-not-call” list, special rules apply. [As of the date of issuance of this policy] governmental “do-not-call” registries are intended for residential numbers only. However, some businesses are run out of residences (e.g. SOHOs). Before the Sales Rep may call a business on a governmental do-not-call list, the Sales Rep must have proof that the phone number is being advertised as a business. At least one of the following is required:

-Ad in a competitive directory or newspaper/magazine,


-On-line advertising,


-Business card, and/or


-Picture of vehicle with business name and number.
2. If a business requests SuperMedia not to call for sales solicitation, the request must forwarded to Market Assignment using the process at the following link (also available on Sales Rep City): http://dss.is.idearc.com/policies/dns_process_email.pdf.

Note: The “Do Not Call” class heading is not available for use, so that we may provide the customer with a free yellow page listing, even if the customer requests not be solicited by SuperMedia. If the customer wishes to not take advantage of its free yellow pages listing, the heading should be changed to “Customer Declines Free Appearance.”

This policy does not apply to calls made to existing advertisers to discuss issues relating to their advertising, such as advertising copy, billing issues and customer care issues.

In addition, the (CAN-SPAM) Act of 2003, which became effective Jan. 1, 2004, enables businesses to "opt-out" of receiving commercial electronic mail messages. The law defines a commercial e-mail message as "any electronic mail message the primary purpose of which is the commercial advertisement or promotion of a commercial product or service." The Act prevents SuperMedia from using e-mail to solicit customers who have chosen to opt-out. However, the Act does allow SuperMedia to send "transactional" e-mail. The Act defines transactional e-mail as "an electronic mail message the primary purpose of which is to facilitate, complete or confirm a commercial transaction that the recipient has previously agreed to enter into with the sender."
SuperMedia has created an opt-out database that enables you to enter your customer's e-mail address and determine if the customer has chosen to opt-out of receiving commercial e-mail messages. In addition, a customer requesting to opt-out may add their e-mail to the database. The link to the database is: http://www.idearcmedia.com/signin/index.jsp.

To remove Media Consultant and SuperMedia responsibility, the customer should be directed to the opt-out database to enter their e-mail address, although the Media Consultant can also update this database. Instructions for using the database are available to both the customer and the Media Consultant by following the link above.
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