4.2.4
Sales call log sheet

	Date:
	MACROBUTTON NoMacro ( [Insert date]
	Arrival time:
	MACROBUTTON NoMacro ( [Insert time]
	Depart time:
	MACROBUTTON NoMacro ( [Insert time]

	Company name:
	MACROBUTTON NoMacro ( [Insert company name]
	Contact person:
	MACROBUTTON NoMacro ( [Insert name]


	Type of call:   Existing customer  FORMCHECKBOX 
 
	Prospective customer  FORMCHECKBOX 



	Sales rep:
	MACROBUTTON NoMacro ( [Insert name]

	If the sales call is to a potential new client:

How was initial contact made? MACROBUTTON NoMacro ( [Insert details]
Who referred the prospect to us? MACROBUTTON NoMacro ( [Insert name]

	Key issues discussed during the visit 

MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]
MACROBUTTON NoMacro ( [Insert key issues]

	List of sample items, brochures or point-of-sale material left with customer

MACROBUTTON NoMacro ( [list sample items, etc]
MACROBUTTON NoMacro ( [list sample items, etc]
MACROBUTTON NoMacro ( [list sample items, etc]
MACROBUTTON NoMacro ( [list sample items, etc]

	Follow up/Next meeting date: MACROBUTTON NoMacro ( [Insert date]

	Placing an order

	Item description
	Item code
	Qty required
	Unit price
	Extended price

	MACROBUTTON NoMacro ( [Insert description]
	MACROBUTTON NoMacro ( [insert code]
	MACROBUTTON NoMacro ( [insert qty]
	MACROBUTTON NoMacro ( [insert price]
	MACROBUTTON NoMacro ( [insert price]

	MACROBUTTON NoMacro ( [Insert description]
	MACROBUTTON NoMacro ( [insert code]
	MACROBUTTON NoMacro ( [insert qty]
	MACROBUTTON NoMacro ( [insert price]
	MACROBUTTON NoMacro ( [insert price]

	MACROBUTTON NoMacro ( [Insert description]
	MACROBUTTON NoMacro ( [insert code]
	MACROBUTTON NoMacro ( [insert qty]
	MACROBUTTON NoMacro ( [insert price]
	MACROBUTTON NoMacro ( [insert price]

	MACROBUTTON NoMacro ( [Insert description]
	MACROBUTTON NoMacro ( [insert code]
	MACROBUTTON NoMacro ( [insert qty]
	MACROBUTTON NoMacro ( [insert price]
	MACROBUTTON NoMacro ( [insert price]

	Expected delivery date: MACROBUTTON NoMacro ( [insert date]
	Total order value
	RMACROBUTTON NoMacro ( [insert total]


	Method of payment: COD  FORMCHECKBOX 
 Electronic funds transfer  FORMCHECKBOX 
 On account  FORMCHECKBOX 



	For clients with credit facilities

Contact person for account queries: MACROBUTTON NoMacro ( [Insert name]
Telephone no.: MACROBUTTON NoMacro ( [Insert telephone number]​

Billing address: MACROBUTTON NoMacro ( [Insert address]

	For office use only

	Date and time order placed with Orders Department: MACROBUTTON NoMacro ( [Insert date and time]


	Follow up/Next meeting date diarised: Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 


	If no, why not: MACROBUTTON NoMacro ( [Insert details]











