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To Our Valued RCG Client:

Please find enclosed a copy of the ‘Monthly Sales Summary’ for your use. We will need you to complete the information requested for a 6-month period of time.

· Store 

· Provide sales summaries for each store location, as applicable.

· Salesperson

· Include sales information for every individual who has sold product/services over the 6-month timeframe for which the data is being provided. Please include new hires and individuals who are no longer employed at the store.

· Ups

· Provide the total number of customers/traffic seen by each salesperson. If this information is not currently tracked or is inaccurate, please leave the field blank.

· Sales

· Provide the number of sales for each salesperson—how many sales each salesperson completed.

· Total Sales Written

· Please provide sales volume by month for each person who sold something to a customer within your specified period of time (6 months). This includes

· Current sales staff

· Anyone who may have left the company

· Managers

· Owners

· For example, if a salesperson joined the sales staff in February and then left the store in March, you would need to include this individual’s figures  If the owner’s sister stopped by the store and sold an area rug, you would also need to include this individual’s figures. Your goal is to account for 100% of the store’s sales.

Upon your review of this information and the form listed below, please feel free to contact our office with questions; our office number is 910.486.4500.

Warmest Regards,
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David Romano,

President
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