Memo 
            
07/01/2016

January Sales meeting
Guys
I am just sending this memo to summarise our sales meeting on Monday to ensure there is no ambiguity and clarify our discussions. Firstly I want to thank you for your time and what I felt was a very positive response from you all.

It is my aim to increase the turnover in 2016 and I hope I managed to get the message across that my future goal is to try to assist you in finding solutions that make our processes easier, ease the pressure by setting more definite parameters re fitting reservations so we reduce the stress of changing fittings. I think it is clear that as our work is more complex than it was with the number of split deliveries, size of order & complexity of runners etc we need more notice to accommodate changes.

I do want to stress that while we discussed several points that I am sure we will implement very shortly please note I will inform you when the changes we discussed will be implemented. I am sure many of them can be implemented when we have the revised cost sheet finalised as many of the changes can be managed with the proposed new system.

Points discussed – In due course many of these ideas will be implemented but await confirmation as to the exact date of implementation.
· A revised cost sheet & order confirmation to be configured and used by ALL branches. 

· All branches to use the same standard estimate format.
· Minimum 4 days notice required for changing a fitting date or a sliding scale cancellation charge will be applied.

· Non Refundable deposit to be paid before reserving a fitting date within 7 days when booking a measure.

· All branches to quote the following times for all fitting appointments, 1st Call 8am – 10.30/10.30 – 1pm & after 1pm. 

· Monthly promotional posters & tickets to be produced with various offers.

· Promotional prices are only valid for the month of promotion (plus 7 days from date of estimate if estimate booked during current month but not estimated to following month. THEREAFTER HIGHER PRICES TO BE CHARGED WHEN PROMOTION ENDS – NO EXCEPTIONS. 
· Revised pricing structures for designers and supply only orders.

· Retail advertised prices as per database or sample program for cuts and rolls.

· Payment in full for all orders before fitting (except established account customers).

· Standardise ranges on tombolas for all branch displays with new tombolas being introduced.

· No new carpet ranges in branches unless de branded.

· All wood & LVT in branches to be sold using brand names so brochures can be used.

· Rugs to have discount structure for designers & hard floor purchasers if purchased within 3 months of flooring order.

· Offer a price promise on all carpet orders.

· Use interest free credit as a promotional tool after Mr Carpet obtains a consumer credit licence.
Based on the positive responses received I am sure MOST of the above ideas will be implemented As soon as possible. I will aim to implement as many as possible at the end of the current sale period on 27th February which I hope will be in conjunction with the implementation of the new cost sheets.
UNTIL ADVISED CURRENT PRICES AND PROCEDURES STILL APPLY
Remember our new motto

“Lack of planning on your part does not constitute an emergency on my part”
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