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I interviewed the sales and marketing team to establish the type of reports they prepare and their decision-making process based on those reports. After conducting the interview, I established that the interviewees receive and prepare periodic activity reports. The objective of periodical activity reports is to provide information concerning a specific project activity in a specific period. The interviewees were in the sales and marketing department, and the periodical reports they dealt with were about sales reports and analysis.
Most of the sales report does not have a specific format, but it is essential to choose an appropriate design. The people I interviewed claimed that they tend to write the reports in email formats in most cases.  The following are the primary elements included in their periodical reports. The goods sold, the profits made, market trends, and the targets to be achieved. Before preparing the reports, the sales team had to identify the purpose of their reports. The primary purpose of the sales team was to achieve a specific goal in sales. Most of the reports they receive and send deal with the scope of goods sold. Their reports are also based on data and market analysis. For instance, they are goal-oriented in understanding the growth of sales, performance, and any possible market gaps (Laura, 2018).
The decision-making process of the people I interviewed was also based on the periodical reports they deal with. Periodical sales reports can either be compiled daily, weekly, or monthly. Based on the nature of the sales, the reports of sales use data and figures. The Decision-making process is thus data-driven both by the sales department and the entire organization. Information from the market, trends, consumer feedback, and future speculation included in the sales report guide decision-making. The people I interviewed argued that the information obtained from the sales report is used in suggesting marketing strategies. 
Also, the sales team I interviewed claimed that their customer service decisions were based on their sales report. An organization that deals with service and good provision tend to value the needs of customers. Based on the market report the sales team obtain from the market, they use it in finding ways of improving customer services and satisfaction. Marketing objectives and priorities by the firm are decided based on the periodic sales reports. 
Reports are significant to the person writing them and to the recipient. The interview process had the objective of finding out the people who read the reports created by the sales team. The following were the findings from the interview. The reports prepared by the people I interviewed are read by their departmental heads and the sales operation manager. The head of the sales team reads and examines the reports to establish the sales team's performance. The sales team has the duty of steering the sales of a firm and the sales report is used to track the progress made. It is also from the reports that the departmental head use in assigning duties and examining the strength and weakness of the sales team (Noushin, 2018). The sales operation sales manager also reads the reports and use them in decision making and strategy. Through the reports, the operations manager can also propose expansion plans and offer decisions to the executives. 
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