4.2.5
Prospective client contact sheet

The information contained in this form is confidential and will only be used to make contact with the prospective client. The information will not be used for any other purpose, nor will it be passed onto a third party without the written consent of the prospect.
	Date: MACROBUTTON NoMacro ( [insert date]
	Company name: MACROBUTTON NoMacro ( [insert company name]

	Contact person: MACROBUTTON NoMacro ( [insert name]
	Position/title: MACROBUTTON NoMacro ( [insert position/title]

	Address:

MACROBUTTON NoMacro ( [insert address]
	Contact telephone no.: MACROBUTTON NoMacro ( [insert tel no.]

	
	Fax no.: MACROBUTTON NoMacro ( [insert fax no.]

	
	E-mail address: MACROBUTTON NoMacro ( [insert e-mail address]


	Where did the client hear about us:

 FORMCHECKBOX 
 Sales rep  FORMCHECKBOX 
 Advert  FORMCHECKBOX 
 Referral


	By whom: MACROBUTTON NoMacro ( [insert name]


	Who is the client’s current supplier? MACROBUTTON NoMacro ( [insert name]


	What does the client estimate their average monthly purchases from us will be? RMACROBUTTON NoMacro ( [insert amount]
 

	What products or services of ours is the client interested in?

MACROBUTTON NoMacro ( [insert product or service]
MACROBUTTON NoMacro ( [insert product or service]
MACROBUTTON NoMacro ( [insert product or service]
 


	What is the client’s immediate requirement:

 FORMCHECKBOX 
 Requires communication about our range of products/services

 FORMCHECKBOX 
 Would like to place an order immediately

 FORMCHECKBOX 
 Would like a sales representative to call on them

 FORMCHECKBOX 
 Requires a proposal

 FORMCHECKBOX 
 Requires a contract


	Action taken: MACROBUTTON NoMacro ( [insert details] 



	Details of sales representative allocated to this client: MACROBUTTON NoMacro ( [insert details of sales representative]


	Have the client details and a copy of this Contact sheet been handed to the sales representative?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


