
Sending Samples Checklist

n Director authorisation on samples request paperwork
X son number
f] ltems been scanned to SOR
E Signed delivery note/shipping invoice
n Second copy of first page of delivery note/shipping invoice
tr Feedback form
X Cover letter on letterhead
E Relevant leaflet and price list
n Relevant Sales Manager's business card
E glue Viamed folder
f, Schedule an issue for follow-up

Papenrork Ghecklist

To File To Ship
Coov of deliverv note/shippinq invoice Sioned deliverv note/shippinq invoice
Sioned samples request paperwork Cover letter

Customer SOR feedback form
Price list
Leaflet
Sales Manaqer's business card
Blue Viamed folder


