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Sample Sales Intern Schedule

Week One
New Intern Orientation 
Topics Covered:
· Mentor Meeting

· Workstation Setup

· IT Support

Industry Overview & Education 
Topics Covered:
· Information on Industry Structure 
· Role of the Manufacturers’ Rep
· Firm 
· Line Card Review
Week Two

Commerce Overview & Education 
Topics Covered:
· Agency Structure

· Assignments by Title

· Supply Chain Paper Trail

· Ecommerce

Week Three

Interfacing with Manufacturers
Topics Covered:

· Online Portals / Websites

· Mfr. Position Review
· Contact lists/Protocol
· Terms and conditions
· Catalog Review

Week Four

Customer Relations 
Topics Covered:
· Customer Types
· Customer Service Activities

· Pricing / Types of Quotes

· "Price" vs. "Cost"

· Multipliers vs. Discount Percentage

Week Five

Customer Relations 
Topics Covered:
· Quoting & Quote Prep
· Stock Checks
· Order Processing
· Expediting
· Online University

Week Six

Customer Relations 
Topics Covered:
· CRM  System
· Technical Service
· Online University
· Information Requests

Week Seven

Performance Review & Customer Relations

Topics Covered:
· Performance Review 
· Quoting
· Order Processing
· CRM Opportunity Update
· Online University
Weeks Eight through Fourteen

Travel with outside reps with exposure to distribution, contractors, OEM and specifiers.  Attend distributor events, manufacturer meetings, tour a manufacturer facility if located close to office.

Week Fourteen

Performance review.
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