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Scope

This document covers the policies and procedures in planning, submission and
approval of itineraries.

Ownership

The Business Development Manager and/or Sales Manager is responsible for
ensuring that this document is cascaded to all concerned personnel and that it
reflects actual practice.

Policies

1. Visits to customers shall be planned in a way that maximizes the resources

every trip.

e Planned itinerary for the following week shall be encoded in CRM

(Calendar) every Saturday.

2. ltineraries shall be documented through CRM (Calendar) showing the

following
e Planned and actual date

e Highlights/results of discussion with the customer
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3. Any reason for deviation in planned itineraries shall be inputted in the CRM

(Calendar).
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Procedures

| Start l

Y

Business Development
Manager (BDM)

1. Identifies prospect
accounts and existing
accounts that needs to
be visited weekly,
bimonthly or monthly

2.  Maps out order visit

3. Identifies cold calls that
should be included

4. Encodes itinerary on the

calendar in the CRM

Business Development
Manager (BDM)

A 4

5. Visits the customer

based on itinerary

Needs
company
presentation?

No

Business Development
Manager (BDM)

7. Conducts company
presentation

- Refer to Company
Presentation and
Sales offer 2Ps

A\ 4

Business Development
Manager (BDM)

Updates Sales Report
based on actual result of
customer visit on CRM
(Calendar)

End

Business Development
Manager (BDM)

Updates Sales Report
based on actual result of
customer visit on CRM
(Calendar)

End
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