Proforma and Quote Chasing

Collect the proforma file from the office.
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Date: 12 May 2016 at 1
Subject: request for prices
To: sales@viamed co.uk

Cc: sales@viamed me uk

Dear Sir,

Would you please send us your offer of prices conceming
qty 10 of Apgar timer leaflet {full).

with my best regards

Gmail »

Nick. Katie (2)
Mediter . Mediter. (5)
Palmans, Stéphane

Ryan. medical, Katie (4)

Zahoua Mazouari Cc Bee
@2y carmedmail@gmail.com

From <

Subject

Please do not hesitate to contact me if | can be of assistance.

Kind regards

Katie Evans

Email: katie evans@viamed co. uk

Alternate email: kati ns@viamed. me. uk
Tel: +44 (0)1535 6345642

Fax: +44 (0)1535 635582

Sign up to our mailing list, go to www.viamed.co.uk/sign-u

Skype: viamed katie evans

Tiwitter: twitter. com/MiamedLtd
Facebook Page: facebook com/Viamedl tdUK

Company registered in England, No. 01291765,

E-mail Disclaimer

The information in this email is confidential and may be legally privileged.

It is intended solely for the addressee. Access to this email by anyone else is unauthorized

If you are not the intended recipient, any disclosure, copying, distribution or any action taken or

omitted to be taken in reliance on it, is prohibited and may be unlawful.

If you feel you have received this email in error or would like to be removed from our mailing list
please reply with delete in the subject line or call +44 (0)1535 634542
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Vandagraph  M-O3 oxygen sensor - Yes please. Use the same

Locate proformas dated more than
30 days old that have not yet been
chased up. If this is done weekly, you
should not find any proformas more
than 38 days old that have not been
followed up. If they have been
followed up, there will be a note on
the front of the proforma to state this.

From the selection, take the first one
out of the folder and locate the email
address for the customer from the
communication attached to the
proforma.
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RE: SIP Analytical: Website Enquiry Form - Please do not hesitate to centact me if | can be of assistance. Kind reg

Thank you. Kind Regards, Public Relati =

PO 1704449 - Hi Katie, Please find enclosed PO 1704449. Best regards, Stéphane Stéphane Palmans | Customer ! &
Export  Fwd: TENDER NO. SEHA-CITEN/17/2016 (CLOSING DATE: 16-JUNE-2016) - Ryan, Please could you co =

07:51

Enter the customer’s email address
in to the ‘To’ field.



On the subject line type, ‘Viamed Proforma: PRO***** replacing the ***** with
the correct proforma number as found on the proforma.

e The customer name, date, product
slitey details and quantities can also be
found on the proforma.
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Viamed Proforma: PRO03918 e N the bOdy of the email, type:

Zahoua Mazouari

Viamed Proforma; PRO03918 ‘Dear **Customer Name**

Dear Zanoua
i s Bt s g e o R \We sent you a proforma, PRO***+*
Eﬁ‘:;\i(ceomulsd?\‘ou advise me if this proforma is still required or if you would like us to remove it from (proforma number) on **date** for
Please do not hesitate to contact me if | can be of assistance **name products and quantities** as

Kind regards fou nd attaChed .

Katie Evans

hitp:/fwww viamed.co.uk

Email: katie evans@viamed co uk
Alternate email: kalie evans@viamed. me uk

Fax 34 (oy1cas e Please could you advise me if this
Sign up o our maing s, go t0 s iamedco i proforma is still required or if you
Shpe: damed e mvans would like us to remove it from our
Twitter: twitter com/ViamedLtd y

Facebock Page: facebook com/ViamedLtdUK Systems?

Company registered in England, No. 01291765

E-mail Disclaimer

The infermaticn in this email is confidential and may be legally privileged

It is intended solely for the addressee. Access to this email by anyone else is unauthorized.

If you are not the intended recipient, any disclosure, copying. distribution or any action taken or
omitted to be taken in reliance on it, is prehibited and may be unlawful

If you feel you have received this email in error or would like to be removed from our mailing list
please reply with delete in the subject line or call +44 (0)1535 634542
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Attach the proforma to the email by clicking the paperclip icon
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Click on ‘driveu’ and then double-click on the
correct year.




Navigate to the month in which the proforma
was generated which can be found next to
‘date’ on the proforma.
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Customer Ref. 16/05/2016

Account Ref. 00006351

Navigate to the correct proforma.
Proformas are saved in the following
format, ‘Proforma — Company name
— PRO***** - date backwards’.

E.g. ‘ Proforma — Carrefour Medical —
PRO03918 — 160516’

Check your email for spelling and accuracy of
dates/proforma numbers etc, ensure the proforma is
attached and click ‘Send’.

On the front of the proforma, write ‘followed up’
followed by your initials and the date then place
back in the proforma file by proforma number.

After chasing all proformas, find proformas more than 3 months old and check
for notes asking for them to be kept on file. If there are no notes, assume the
customer no longer wants to retain the proforma and delete it. If a customer
responds to say they no longer need the proforma, delete it.
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Account
Customer

Address

Postcode

Telephene
Facsimile

Accts Contact
Order Contact

Ledger A/c
Invoice A/c

Currency EUR|

curr Bal
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Credit Limit
Last Invoice
Last Receipt
First Created
Last Modified

To delete the proforma from Opera, click
‘Find’ and enter the account number as
seen on the proforma.
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Click ‘Proforma’ and locate the proforma
number as noted on the proforma, and
highlight the correct number on Opera
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proforma. Initial and date ALL memos.
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to save the memo then click
when asked “Save Changes?”

W Proforma Notepad o x|

Customer no longer requires proforma
dated 16/86/2816. KE 16/86/2016
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Click or press F4 to delete the proforma and click ‘Yes’ when
asked, “Delete this document?”

PROB3918  16/85/16 | 16/85/2816 Printed

Place the paperwork in the UK or export miscellaneous file in alphabetical,
company name order.

Follow these steps for quotations, but do not chase quotations sent by Steve
Hardaker / SJH for Infant Resuscitation Cabinets, Blenders or Tom Thumbs
as he chases these himself. Chase quotations for any other products sent by
Steve Hardaker / SJH if you check with him first and are given permission to
do so.



