	EQT Partners

	FIELD
	INSTRUCTION
	ADDITIONAL NOTES

	Task Description
	One FA: FA Name – Account Name
Multiple FAs: FA Name, et al.
	

	Type
	As dictated.
	
DEFAULTS:
Meetings - Physical Meeting
Phone Calls – Call/VC
* If not provided, default to Meeting or check notes for clues.

	Subtype
	
As dictated.

	If not provided, default to Regular.

	Internal Comment
	Type in any observation, clarification, instruction that could be useful for the person who will enter the note
	

	Special Instructions
	Verbatim instructions
	

	Date
	As specified or use recording date if not provided
	

	Time
	Skip if not provided. If existing appointment, update as dictated.
	DEFAULTS: 

Breakfast - 8AM
Lunch - 12PM
Dinner - 6PM

	Funds
	As specified.

	As specified.

Maximum of 10 products can be added.
Copy the format in Salesforce access is available.


	Name
	As specified.
	Copy the format in Salesforce if access is available.  

	Organization (Account Name)
	As specified. 
	Copy the format in Salesforce if access is available. 

	Location
	As specified.
	Skip if not provided

	Related to Opportunities
	As specified.
	Skip if not provided.
If provided, copy the format in Salesforce if accessible.

If the WS instructed to create an opportunity, create a separate note and do the necessary steps (see EQT Partners Creating Opportunities procedure). Once created in Salesforce, copy/paste the Opportunity Name to the activity.


	Subject
	As specified. If existing appointment, update as dictated.
	Defaults if not mentioned:
In person – select Physical Meeting
Calls/Virtual – select Call/VC

	Notes
	Transcribe as dictated.
	

	Count Cross-check
	1

	

	Categories
	As specified
	Skip if not provided

	All-Day Event

	
	Click only if it was specified as an all-day event



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



