[Company Name]
[Branch / office] · [Phone] · [email]

DAILY SALES VISIT REPORT
	Salesperson
	[Name]
	Date
	[DD-MM-YYYY]

	Territory / route
	[ ]
	Travel by
	[Bike / car / public transport]

	Start reading (km)
	[ ]
	End reading (km)
	[ ]

	Day started
	[time]
	Day ended
	[time]



Visits and calls
	#
	Time
	Customer and contact
	Purpose
	Outcome
	Order value
	Collected
	Next action and date

	1
	[10:15]
	[Firm, contact person]
	[Demo / follow-up / collection]
	[What was agreed]
	[ ]
	[ ]
	[Action, DD-MM]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Day summary
	Calls planned
	[ ]
	Calls made
	[ ]

	New customers met
	[ ]
	Orders booked (value)
	[ ]

	Collections (amount)
	[ ]
	Distance travelled (km)
	[ ]



Market and competitor information
	Competitor / brand
	What we saw or heard (price, scheme, new product)
	Where / which customer

	[ ]
	[ ]
	[ ]

	
	
	

	
	
	



Customer feedback and complaints
[Product feedback, delivery problems, payment issues or requests to pass to the office]
Expenses for the day
	Item
	Details
	Amount

	Fuel / fare
	[ ]
	[ ]

	Food
	[ ]
	[ ]

	Other
	[ ]
	[ ]

	Total
	
	[ ]



Plan for tomorrow
	#
	Customer / area
	Purpose
	Time

	1
	[ ]
	[ ]
	[ ]

	
	
	
	

	
	
	
	

	
	
	
	



Support needed from the office
[Samples, quotation approval, a technical visit, stock confirmation …]
	

____________________
	

____________________

	Salesperson's signature
	Manager's remarks and signature
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