	SALES VISIT REPORT
Your memory for the customer relationship  ·  powered by Acto

	 



	1 · BASIC DETAILS

	Date
	 
	Time
	 
	Duration (min)
	 

	Customer / company
	 

	Location / address
	 



	2 · CONTACT PERSON

	Name
	 
	Position / role
	 

	Decision-maker?
	☐ Yes   ☐ No   ☐ Co-decision-maker
	Email / phone
	 



	3 · TOPICS DISCUSSED & MEETING CONTENT

	 
 
 
 


Keywords are enough – 3 to 5 key points from the meeting

	4 · AGREEMENTS & COMMITMENTS

	#
	Agreement
	Who
	By when
	Status

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 



	5 · NEXT STEPS & FOLLOW-UP TASKS

	 
 
 



	6 · MOOD & ATMOSPHERE

	☐ Very open   ☐ Open   ☐ Neutral   ☐ Reserved   ☐ Sceptical   ☐ Stressed
 
Note on the atmosphere:
 



	7 · PERSONAL INFO & CASUAL REMARKS  ★ THIS IS WHERE THE GOLD IS

	 
 
 
 


Planned investments, expansions, personal milestones, dissatisfaction with a supplier – anything that could turn into revenue in 6–18 months

	8 · SIGNALS: CHURN · CROSS-SELL · ESCALATION

	Signal type
	☐ Cross-sell  ☐ Upsell  ☐ Churn risk  ☐ Escalation
	Priority
	☐ Low  ☐ Medium  ☐ High  ☐ Critical

	Description
	 
 



	Created by
	 
	Follow up on
	 



Tip: Fill in this template right after the meeting, before you drive off – not in the evening on your laptop. With Acto, a short voice note goes into the CRM automatically.   →  heyacto.com/en/contact
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HOW TO USE THIS TEMPLATE
	1 · Right after the meeting
	Record your notes right after the meeting, before you drive off. Details are fresh and you can still sense the mood. If you type in the evening, much of the valuable information is already gone.



	2 · Keep it short
	3–5 sentences per field are enough. No essays. Bullet points are fine – what matters is that you write it down at all.



	3 · Don't skip fields 6–8
	Mood, casual remarks and signals are the most valuable fields. They make the difference between minutes and memory.



	4 · Always define a next step
	Every report ends with a concrete follow-up task – or a clear note that the matter is closed.



	5 · Set a follow-up date
	Without a follow-up date, the information is never looked at again. Set a date – or use a system that reminds you.



	6 · Framing: write it for yourself
	You are writing this report for your future self, not for your manager. That changes what you write down.




	Looking for an easier way?


With Acto you create visit reports by voice in a few minutes – and make sure follow-up tasks and insights come back to you later.


→ heyacto.com




