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Introduction
This report summarises sales for Bayside Supplies during October 2026. It has been prepared for the Operations Manager and will be discussed at the monthly team meeting.
About the Business
Bayside Supplies is a small buisness based in Dandenong South. We deliver office supplies to clinics, schools, offices and community organisations across South East Melbourne.
Our goals for this quarter are:
Grow monthly sales by five per cent
Deliver every order within two business days
Keep customer complaints below two per month
Sales Results
Overview
In October we recieved [TOTAL ORDERS] orders with total sales of [TOTAL SALES] including GST. The average order was worth [AVERAGE ORDER].
Sales by Category
The table below shows the number of orders and total sales for each product category.
[PASTE EXCEL TABLE HERE]
The best-selling category was [TOP CATEGORY].
[PASTE EXCEL CHART HERE]
Sales by Team Member
The team member with the highest sales this month was [TOP REP]. All three team members met their minimum targets.
Bulk Orders
A bulk order is any order of 10 or more units of one product. There were [BULK ORDERS] bulk orders in October. Bulk customers are definately among our most valuable customers.
Recommendations
Bayside Supplies can acommodate more bulk orders if extra stock is kept in a seperate storage area. Bulk customers should also be offered priority delivery.
Next Steps
Review stock levels for the best-selling category
Contact our three largest customers to thank them
Present this report at the team meeting on Friday
End of report. Bayside Supplies – Administration Team.
