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	Sales email checklist



	No.
	task
	Complete (y/n)

	1. 
	Reply to Client within two hours of his email
	

	2. 
	Fees agree to i) other webpages ii) proposal and iii) email
	

	3. 
	Spelling check done
	

	4. 
	Replace “you” with your Firm or name of company
	

	5. 
	Attach the latest proposal document
	

	6. 
	Ensure correct phone agenda attached
	

	7. 
	Standardize font of arial 12 black
	

	8. 
	Multiple linx to our website including fees and services
	

	9. 
	Ensure auto-signature address is close to country inquiry
	

	10. 
	Linx engagements in email to business website
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	

	17. 
	
	




