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What Should I Record?  
When deciding what activities to record in the CCD, ask yourself the following questions:  

♦ Would I want to refer back to this activity record in the CCD and be able to view the 
date/notes/attachments and other selections I can record for this event? 

♦ If someone took over [my job], could that person easily pick up where I left off, even in the middle of 
negotiations? 

♦ Would other staff (including the managing director) potentially benefit from seeing this record (now, 
months or even many years from now)?   

♦ Is this record needed for any automated reporting being performed with CCD records? For example, 
activity reporting can be automated when staff use the CCD regularly. However, an individual who doesn’t 
keep up with CCD entries is likely to have to continue manual reporting to supervisors. 

If the answer to all of these questions is NO, you do not need to record this activity in the CCD. However, if the 
answer to any question is YES, CLIENT’s efforts may well benefit from your taking the time to accurately enter the 
activity record today. The following table may help you decide. 

Table. Recommendations: Activities to Record 

Recommended Not Recommended 

A meeting with a potential customer, 
including any notes on its results and follow-
up activities. Instead of creating a separate 
activity record for each contact in 
attendance, store the information under the 
“main” contact and select the names of 
other attendees in the Activity Participants 
tab. 

Creating separate activity records for each 
contact person attending the meeting. 

An initial telephone inquiry from customer 
(record the source of the lead). 

Record of a phone call to reschedule a meeting. 

A series of e-mails received in the same day 
regarding a point of negotiation, 
summarized in the Notes of one activity 
record. Multiple e-mails may be attached. 

Creating separate records for each of several 
related e-mails received in the same day 
regarding a point of negotiation. 

Sending out a draft agreement of any kind. 
When you send a Draft, you must set Status 
to Draft (Negotiation Details). This causes 
CCD to create a new agreement number 
and initiates a record in the main company 
database. 

All draft agreements need to be recorded, as 
this record triggers the initial record in [the main 
company database]. All activities with this 
contact are then maintained in [the main 
database]. 

 


