VM3COP20.70 - Emails To and From Suppliers and Distributors

Receiving a sales lead from a supplier

On 27 Dec 2016 3:33 p.m., "Bob Kalish” <bkalish@maxtec.com:> wrote:
Hi Steve,
Eyemax lead in UK.
Can you help? Thanks.

As we act as a distributor for many of our
suppliers, they sometimes forward us a sales

lead.
Bob Kalish

OEM and Intern

CELL: 801.556.7423

.‘ maxtec
@

When they are received, we must reply to the customer but must ensure that our email does not
contain the email received from the supplier. To ensure this doesn’t happen, compose a new
email and begin by advising them that you are replying to their email to the supplier. For
example:

Dear Sir or Madam,

Further to your email to Maxtec, they have forwarded us your details as we distribute their Eyemax range in the UK. Please
find attached the leaflet and price list. If you would like to order, please reply to my email or call us on 01535 634542

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

Katie Evans

As it was the supplier who forwarded the sales lead, it is important that we promote the
supplier’s product, rather than our own/another version of the item requested.

In the above example, the potential customer was requesting information on Maxtec’s EyeMax
2 phototherapy mask range. When replying to the customer, we should promote EyeMax 2 and
not include information regarding our own phototherapy mask, NeoMask. We should endeavour
to promote the suppliers product in the first instance, if it is then discovered that a different
version of the product is more suitable, then information on the alternative can be provided. The
overall aim is to meet the customer’s needs.



Forwarding a sales lead to a distributor

When we receive an email from a potential new customer outside of the UK, we need to check if
we have a distribution partner in their country. To do this, use IntraStats. From the ‘lookup’ tab,
use the search field named ‘Stock Details / Quantities’ to search for the requested part.

+» Stock Details | Quantities

0110041 |l

When the page loads, click on the, ‘Distributors’ icon and a list will appear beneath it. This list
contains all distributors currently representing that part number. Check the column named,
‘Country’, if the potential customer’s country is not listed there, check with the International
Sales Manager to see if they would like us to deal directly with the customer. Alternatively, they
may prefer us to direct them to a different distributor who may be willing to represent an
additional product. In this case, email the distributor to check that they would be happy to
represent the product before directing the potential customer to them.

If there is already a distributor in the potential customer’s country, we can direct them to the
distributor named here.

0110041
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To gather the information for the potential customer, open GoldMine.

Use he ‘Lookup’ function to search for the distributor's company name.

@

ok W7 OB | &8 4 9 &F Y B B B B B Y @ &

New Open e Org Chart Find Groups Fiters Rolodex Info Wrte Reports Prefs. Mail Ctr Calendar Activity Filelt Appt. Call Action Sale Message GM E-mail E-ma
@ Christelle St 73, ptainel... ['= & 7% | &7 Contoct Search Center [l ]
Bl = A
E Company: Biox Tridiexed Freids 3 MainTek Ext: Ry g - By = 2, EE
Contact: Chii s DirectTek Eut Power v Save ~ View Saved Outputto ~ Sync Shrink Prefs Celumns
Dept: B\ Additional Lockups Ls HMobile: Blesp: b Lontact
Frasition: Detail Records... Faix: Del:
Gresfing: Msf——— | = E-mail: chiistelle. stumpf@biocordis.com Lookup: | Campary x| that [Begins with =] [biocordid [+ |
T Eiters.. — | Websig
Addess: 3RL— Company Contact MainTel City [»]
: Text Search L2 Contact Type: Distributor Hiocordis Ehnistaile Stumpf HERE P
Gito v unused Biocordis Fabienine Olivier +IATEG 756405 | Lisses
City: Liss et Irtrastats Code: Biodal Co. 0030 342 360 57C | Gaziantep




(3 Christelle Stumpf

e If there is more than one contact at the company, check
wbtie the ‘History’ tab or confer with colleagues to confirm who
S we deal with most frequently.
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This will copy the details on to the computer’s clipboard
ready for you to paste in to your reply to the potential

customer.

stribution partner in France who would be happy to help
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Ensure that you are clear on what the information is, e.qg. if
sending a telephone and a fax number, write ‘Tel’ or ‘Fax’
before the number to avoid confusion.

Kind regards

Katie Evans

Do not CC or BCC the distributor in to this email. Instead,
email the distributor to advise them that we have directed a
sales lead to them. If the distributor asks who the sales lead
is, then apologise that we cannot divulge the information due
to the data protection laws in the UK. However, if they have
not heard from the potential customer in one week, we can
follow them up.
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