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Introduction

A company specialising in sales progression
services for the property market faced
operational challenges due to a growing
volume of sale memorandums. With delays in
processing and a lack of standardisation, they
sought external support to streamline their
operations and ensure timely delivery.

Identifying the Challenges

The business encountered two primary
obstacles:

Inconsistent Memo Formats: Sale
memorandums were submitted in various
formats, including handwritten notes,
leading to difficulties in processing and
increased error rates.
Incomplete Information: Many
memorandums lacked essential details,
resulting in delays due to frequent follow-
ups with agents and clients.

Solutions

To address these challenges, the following
steps were implemented:

Dedicated Resource Deployment: A skilled
resource was introduced to manage
approximately 500 sale memorandums
monthly, ensuring accuracy and timely
processing.

The best accountants
are the architects of
financial legacies.
– Laura Anderson



Behind every good
business is a great
accountant.
– Anonymous

Overcoming the Challenges
The solutions required overcoming specific hurdles:

Customising the Template: The standardised
template was tailored to capture all critical
information, reducing follow-ups.
Coordinated Communication: Regular updates and
meetings facilitated the smooth implementation of
the new process.

Benefits Achieved To The End Clients

The implementation of these solutions delivered
measurable benefits:

Improved Efficiency: The standardised format
allowed memorandums to be processed faster,
enabling higher volumes to be managed within
shorter timeframes.
Faster Turnaround Times: Delays caused by
incomplete information were eliminated,
significantly reducing the process duration.

Conclusion 
Introducing a standardised memo template and a
dedicated resource transformed the sales
progression process, addressing inefficiencies and
ensuring timely delivery. The company achieved
greater operational efficiency and enhanced client
satisfaction by resolving existing challenges.

Standardised Memo Template: A proposal for a
uniform memo template was designed to simplify
the submission process for agents and clients,
ensuring completeness and consistency.


