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This tool is used for planning the type and level of sales activity to take place over the course of a 

week. Transfer the activities to your calendar when you have confirmed days/times. 

Column requirements 

Resources available 

These are resources available to your organisation. Resources might include specific databases, 

email/letter templates, telephone calling scripts, brochures and collateral, activity tracking systems (e.g. 

CRM) and any other tools or systems available to support marketing and sales activity. 

Time allocated 

Specify how many hours per week you need to complete the task. 

Date scheduled 

Decide what day of the week/time of day you plan to do this task. Don’t forget to transfer these details 

to your calendar once completed.
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