PLEASE FILL IN THE CONTACT SHEET CAREFULLY AND NEATLY. DO NOT SUPPLY ERRANT INFORMATION. USE BLACK OR BLUE INK. MAKE SURE THAT HANDWRITING IS LEGITIMATE.

CONTACT SHEET

NAME:

ADDRESS:

TELE #

FAX #



EMAIL:


· Head Office

· Regional Office

· Branch Office

· Any other

      please specify :




Date :

GENERAL CONTACTS:

(please include name, designation, department and if applicable-secretary’s name and direct telephone # )

-Name:                                                                  -Sec. Name

-Designation:                                                         -Direct #

-Dept:

-Name:                                                                  -Sec. Name

-Designation:                                                         -Direct #

-Dept:

REPORT :

(please include purpose, flow, and result of appointment. Also mention any measurable benefits derived)

Purpose

Flow (response to exchange, interest in any particular project or programme, etc.)

Result (qualitative and quantitative)    



FOLLOW-UP 

(please mention time-span within which the company should be approached again, and also mention the frequency with which the company should be serviced)

COMPANY RESEARCH :

(please include all relevant information gathered and sources from where it was obtained)*
Information gathered before the appointment-Preparation

Information gathered during and after the appointment-Output



* Note:

· The best source to collect information on a company is the Internet. Utilize this resource, and if you do not have access to a computer-be pro-active-ask an LC member who does to help you out, for eg. someone in the IS dept.

· Other sources to gather info: annual reports, magazines & newspapers, mummies and daddies, uncles and aunts, etc. – use your imagination.

· Previous Contact Sheets: to gain access to these, ask your OCP or VPCR.

· Relevant information might include: involvement with CSR & community development, involvement with exchange, international perspective

· Remember to include basics like what the company does, financial status, etc.

· Most Importantly, company research implies gathering information before the appointment, during the appointment and after the appointment.

PREVIOUS SUPPORT TO AIESEC:

(please mention the kind of support and for what activity/project/programme it was lent, and when)

@er(s) who went for the appt: 1)




  2)

Contact Sheet filled by:

