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	                               Submission of Weekly Activities Report Policy 

Owner/ Department:  Sales



	Brief
	SMSA Express Sales Department Sales Executives submit weekly Activities Report first thing in the morning.

	Purpose
	Weekly Activities Report purpose is to monitor sales visits of Sales Executives and to monitor outcome as well. It also helps Sales Executives track their sales call in a week.

	Persons Affected
	All Sales Staff

	Responsibilities
	· Sales Executives are responsible in preparing and submitting their Daily Activities Report to their Sales Coordinator. 

· Sales Coordinator will collate the report sent by Sales Executives daily and submits to the Sales Manager daily.
· The Sales Coordinator is responsible in recording, filing and/or sending of Daily Activities Report. 

· The Sales Coordinator will send back to the Sales Executives consolidated Daily Activities Report at the end of the week.



	Guidelines
	Daily Activities Report should include the ff:

1. Sales Executive’s Name
2. Date of visit
3. Name of companies visited
4. New or Existing client
5. Company contact person, designation & contact number
6. Sales visit purpose
7. Outcome of visit
8. Valid prospect or not
9. If automation is offered or not
Preparation of report:

1. Sales Executives fills out the excel sheet form of Daily Activities Report.

2. Submit it to the Sales Coordinator daily first thing in the morning.

3. The Sales Coordinator collates it and submits it daily to the Sales Manager.

The Sales Coordinator compiles the daily report per Sales Executives per week and sends it back to the Sales Executive at the end of the every week.

	General
	Any exception to this policy must be approved by the Managing Director.
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