SOP Template: Daily Sales Reporting and Performance
Tracking

This SOP provides a comprehensive guide for daily sales reporting and performance tracking, including the process for
collecting, verifying, and entering sales data, generating daily sales reports, analyzing key performance indicators (KPlIs),
monitoring sales targets and trends, and communicating performance insights to relevant stakeholders. The objective is to
ensure accurate and timely sales data reporting to support informed decision-making and improve overall sales
performance.

1. Purpose

To standardize the process of daily sales reporting and tracking key sales performance metrics, ensuring data accuracy,
completeness, and timely communication of insights for decision-making.

2. Scope

This SOP applies to all sales team members, sales managers, and data analysts involved in daily sales data entry, report
generation, and performance analysis.

3. Responsibilities

e Sales Team: Collect and submit accurate daily sales data.
e Sales Manager: Verify and approve sales data, review reports, and analyze performance.
e Data Analyst: Consolidate sales data, generate reports, and communicate findings to stakeholders.

4. Procedure

1. Data Collection
o Sales team records all sales transactions using agreed template/system by end of each sales day.
2. Data Verification
o Sales manager reviews submitted data for completeness and accuracy by the start of next business day.
o Resolve discrepancies with the respective sales personnel immediately.
3. Data Entry
o Data analyst enters verified data into the central sales database or reporting tool.
4. Daily Sales Report Generation
o Generate a daily sales report that includes:
= Total sales amount
= Number of transactions
s Performance by product/category/location
s Comparison with targets
5. Performance Analysis
o Analyze key performance indicators (KPIs), such as sales growth, average transaction value, conversion
rates, etc.
o Track trends and deviations from targets or previous periods.
6. Communication
o Distribute the daily sales report and performance insights to stakeholders via email and/or dashboard.
o Highlight key insights, achievements, and areas for improvement.
7. Archiving
o Store all daily sales reports and raw data securely for future reference and audits.

5. Daily Sales Report Template (Sample)

Date Product/Category Units Sold Sales Amount Sales Target Variance

YYYY-MM-DD Example Product XX FXXXXX XXX XX +- XX XX

6. Key Performance Indicators (KPIs)



Total daily sales

Sales by product/category/location

Average transaction value

Conversion rate (if data available)

Sales vs. target

Daily sales growth (% change vs. previous period)

7. Communication Channels

e Email distribution to management and relevant sales staff
e Sales performance dashboards (if available)
e Short performance summary in daily team meetings

8. Review and Continuous Improvement

e Regularly review the effectiveness of the reporting process.
e Update the SOP and reporting templates as necessary to incorporate feedback and process improvements.
e Provide refresher training to all stakeholders as needed.

9. References

e Sales data submission template
e Company sales reporting policy
e Relevant sales KPls documentation

10. Revision History

Version Date Description Author

1.0 YYYY-MM-DD Initial draft Your Name
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