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Employee Name: John Doe
Position: Sales Manager
Date of Trip: July 15-20, 2024
Destination: Chicago, Illinois
Purpose of Trip: Client Meetings and Sales Conference
[bookmark: _wy62sy4b5v6r]Objectives
1. Meet with key clients to discuss ongoing projects and future opportunities.
2. Attend the annual Sales Conference to gain insights into industry trends and network with potential clients.
3. Conduct a training session for the local sales team.
[bookmark: _j1b9g86vr92x]Itinerary
· July 15, 2024:
· Travel from New York to Chicago.
· Check-in at the Hilton Downtown Hotel.
· Evening: Dinner with client representatives from ABC Corp.
· July 16, 2024:
· Morning: Meeting with ABC Corp to discuss Q3 strategies.
· Afternoon: Visit DEF Industries to finalize the new contract.
· Evening: Networking event at the Sales Conference.
· July 17, 2024:
· Full day at Sales Conference: Attended sessions on digital marketing, sales strategies, and customer engagement.
· July 18, 2024:
· Morning: Meeting with GHI Enterprises to resolve service issues.
· Afternoon: Training session with the Chicago sales team on new product features.
· Evening: Dinner meeting with potential client JKL Corporation.
· July 19, 2024:
· Morning: Follow-up meetings with ABC Corp and DEF Industries.
· Afternoon: Sales Conference sessions on market expansion and innovation.
· Evening: Free time.
· July 20, 2024:
· Travel back to New York.
[bookmark: _rr3i13lyvjn2]Accomplishments
1. ABC Corp:
· Successfully discussed and aligned on Q3 sales strategies.
· Identified potential areas for collaboration on upcoming projects.
2. DEF Industries:
· Finalized and signed the new contract worth $500,000.
· Addressed and resolved their concerns regarding product delivery timelines.
3. Sales Conference:
· Gained valuable insights into the latest sales trends and strategies.
· Established connections with over 20 potential clients.
4. GHI Enterprises:
· Resolved ongoing service issues, leading to increased client satisfaction.
· Discussed future expansion plans and potential additional orders.
5. Training Session:
· Conducted a successful training session for the Chicago sales team.
· Improved their understanding of new product features, which should enhance sales performance.
[bookmark: _yqnfp7dtwscc]Issues and Recommendations
· Travel Arrangements:
· Flights were delayed due to weather conditions. Recommend booking earlier flights to mitigate such risks in the future.
· Client Meetings:
· Some meetings were too closely scheduled, leading to rushed discussions. Suggest allowing more buffer time between meetings.
· Sales Conference:
· Sessions were very informative, but some topics could benefit from more practical examples. Recommend providing feedback to organizers.
[bookmark: _dh8idj3yvs80]Conclusion
The trip to Chicago was highly productive, achieving key objectives and establishing valuable connections. The insights gained from the Sales Conference will be instrumental in shaping our sales strategies moving forward. Continued follow-up with clients and potential leads is essential to maintain momentum and capitalize on the opportunities identified during the trip.
Submitted by:
John Doe
Sales Manager
July 22, 2024
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