
 

Daily Sales Report Template 
Track daily sales activities, deals closed, revenue earned, pipeline movement, and follow-ups completed. 

Manager Sign-off:  

Department [Sales Team] Report Date [DD/MM/YYYY]

Prepared By [Name] Region [Area]

Metric Target Actual Variance

Leads Contacted

Meetings Booked

Deals Closed

Revenue Generated

Average Deal Size

# Activity / Opportunity Owner Stage Value Next Action

1

2

3

4

Issue Severity Mitigation / Support Needed

# Priority Owner Deadline

1

2

3


