Factory Visit Guidelines

Reps visiting the factory
· Invite and encourage your rep network to visit the factory. Factory visits solidify relationships and improve understanding between the rep force and factory personnel.  

· Plan the visit. Agree on an agenda with the rep firm before the visit. Communicate the agenda to everyone involved. You are the host. Create a warm welcome and make sure key personnel spend time getting to know the visitors. A relaxed atmosphere helps facilitate this goal. 
· Schedule time in each department for the visitors. They will gain insight and understanding of the various responsibilities, tasks and logistics at the factory.   

· Make this a value added visit. Factory visits are a great time to discuss new product developments and new market initiatives.

· Encourage your reps to share their “view from the field” with factory personnel. Greater understanding and cooperation will benefit the customer and ultimately lead to increased sales and fewer customer service issues. 
· Who pays? The rep firm usually pays transportation to and from the factory, while the manufacturer pays for housing and entertainment. This will vary depending on circumstances. The important thing is to make sure everyone understands and agrees to the financial arrangement prior to the visit.

· Logistical details should be communicated and agreed to prior to the visit. Who will provide ground transportation? What does the visitor need to bring for the planned activities? What kind of weather should the visitor expect for the location? As host, have you checked and arranged for special needs? 
Customers visiting the factory

· The visit of a customer to the factory requires a different kind of agenda. The first requirement is to coordinate the objective of the visit with the rep firm bringing the customer.

· Plan the visit with the goals and objectives in mind. Communicate with the rep firm bringing the customer on important issues, problems, and concerns that need to be addressed.

· It is typically a short visit to answer questions or demonstrate product and factory capabilities; includes meetings with key people, factory tour, and entertainment.

· Who Pays? It depends on the purpose. The rep firm will sometimes will pay transportation costs to and from the factory for the customer and themselves. The manufacturer pays for everything else while they are there. The manufacturer will make all ground transportation arrangements. However, depending on the purpose of the visit it may be appropriate for the factory to pay for the customer’s transportation as well. It is important that the financial arrangements are agreed upon prior to the visit.

· Logistical details should be communicated and agreed to prior to the visit. What are ground transportation arrangements? What does the visitor need to bring for the planned activities? What kind of weather should the visitor expect for the location? As host have you checked and arranged for special needs? 




Topics Not to Discuss on any visit


Sex, Politics & Religion


Problems with other rep firms


Problems within your company


Salaries and Commissions
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