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SAMPLE
CHECKLIST FOR NEW CUSTOMERS

Company:
XYZ COMPANY



_______________________________________________________________________________________________



_______________________________________________________________

	Check Mark in box
	

	X
	Customer Profile #1 CAN BE FILLED OUT BY REP OR CUSTOMER

	

	X
	Customer Profile #2 MUST BE FILLED OUT BY REP

	

	X
	Credit Application MUST BE SIGNED EVEN IF CUSTOMER HAS CREDIT SHEET

	

	X
	Personal Guarantee ONLY NECESSARY IF OUR CREDIT APP IS NOT USED

	

	X
	C.O.D Personal Guarantee ONLY NECESSARY IF CUSTOMER WANTS COD

	

	X
	Business License CAN BE CITY, COUNTY, STATE ETC. MUST HAVE!

	

	X
	Sales Tax Certificate REQUIRED FOR ALL CUSTOMERS

	

	X
	Sales Representative’s Signature MUST!

	

	
	DBI Approval
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