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Weekly Activity Review
This document should be emailed no later
than the night before the weekly meeting,

Name:      



Date:  Tuesday, January 22, 2013


Review period: From       the       to       the       Insert Year Here
Section One:
This section is to list all the accounts being worked on. The only pieces of information that are to be listed is the name of the company, the type of business (such as retailer, distributor, private label, government end user, end user etc.) and the geographical location. Please list the city, and the abbreviated name of the state/province.

Example:

1. Gordon Food Services, Milton, ON, Distributor – Hospitality

2. SIR Corp – Toronto, ON, End User – Food Service franchise

3. International centre – Toronto, ON – Contract cleaning company etc.

Section Two:
This section is a brief summary of all the account activity as follows:

1- State how many companies that are ACTIVELY being worked on?

2- How many companies have been sent samples?

3- How many companies have tested products?

4- How many companies are looking to commence negotiating terms, conditions and pricing?
5- What, if applicable, are the issues coming up that are causing delays or barriers for the sale process to move ahead? The response should briefly encompass the key major issues/problems.
6- What suggestions do you have to remedy the above comments?
7- What counter measures have you taken to move this account ahead (as per point 5)?

Weekly Sales Activity Report/Review
Section Three:
This is to be a synopsis of all activities where Murphy’s Law has to be accounted for as well. At this point a brief list of where you feel you will be most likely to open up NEW business activities. In this list you will state the NUMBER of companies you BELIEVE are highly probable of coming/signing in with Earth Alive products.

Example:

1- Out of the “x” accounts actively being pursued, I foresee at least 1 distributor who is in their last of testing and should it work well, they will then move it to a board meeting in “x” number of weeks. A presentation will be made to the board, and they will vote on the product.

2- There are 3 end user franchise restaurant groups who are in their final stage of testing which should be completed within 2 weeks. With positive results, on group (name of company) would then move to engage (Insert the name of your company here) to commence negotiations of terms, conditions, program etc., and setting up their commissary/distribution centre (distribution center). The other two groups will move to a corporate presentation, which will be made by (name of individual from your company here) to the board. This meeting will take place within 3 weeks after positive testing results are concluded. All pricing, terms and conditions have been previously submitted as a program in a formally submitted program.
Section Four:

This section is called “the bottom line”. Simply list, bullet form, the top 3 accounts most likely to POP, the timing of signing, initial PO, size of the first PO and the size of the account.
