FAST START
TRAINING
PROGRAMME
FOR NEW SALES:
SALES MANAGEMENT
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Managing Your Sales Process

Purpose:
- Everyone uses the same process
- Managing all your Sales Efforts in a Simple Way

- Analyse your own performance & look for ways to
improve

What/How?

Leads/New Contacts Sheet/Form - Daily
Call Back/Follow Up Sheet/Form - Daily
Event Emails Out Report - Daily

New Contacts Update Web Form — Dalily
Office Sales KPI Update - Daily
Personal Sales Tracking — Weekly
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Managing Your Sales Process

1. Leads/New Contacts Sheet/Form - Personal

LEADSI[SHEET
Date Company[Blame Name[/Oob(Title [@ontactDetails Email[Address Not
(GL/DID/Mobile)
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Managing Your Sales Process

2. Call Back/Follow Up Sheet/Form - Personal
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CALLBACKIHE

|SALES EXEC.:

Country: |

Company@lName: |

ContactEiName:

JobTitle:

DirectAine:

FAX: |

MOBILE: |

General@ine: |

EmailEAddress:

Relevancy YES NO
Authority YES NO
Date YES NO
Budget YES NO
T v g

Reportsio:

Specificssues
concerned:

Referrals:

URGENCY (Discounts/seats/others)

Date®:FTime

CALL BACK

Remarks

pate@ Friorityd@nBhext@EHEnonths?




Managing Your Sales Process

3. Event Emails Out Report - Team

EVENT NAME:

EVENTS EMAILS OUT

LETTER

WORKSHOP TO

DATE
EMAILED

Expected
Date to BOOK

SALES COMPANY

PRO

CONTACT NAME &
JOB TITLE

ATTEND
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Managing Your Sales Process
4. New Contacts Update Web Form

£ Purchasing Center-Sales People Update - Powered by Infusionsoft - Mozilla Firefox

File Edit “iew History Bookmarks Tools Help

£ D._Syp_lj_c_l |ﬁ'._:we_b Form || Purchasin... > | D Purchasing C... |m astrid's Pk‘b"':.:-_:l i Business Pra... | D Please login | D My Customer... |m sos_elite_me... I SR Strategic Pra... | D Purchasing a... IQ 1-Sales Traini... | b
X &= ] > ‘a; i IJ infusionsoft, com | https: fikavag. infusionsoft. com/appjform)purchasing-center-sales-people-update b it et Cl |?"" producer price index Yietnarm )’-"| f® @' i q
il | | Cer ] (NG 123

Fill below the full details of the person you
pitched

Title [Please selectane

First Marme *

Last Name *

Email *

Cornpany Tel Mo *

Job Title *
City *

Country * |F'Iease selectone

|
|
|
Cormpany * |
|
|
|

Sales Person Name * [Please select one
DID/Ext [
tobile [

[ wendorSupplier Mgt

[] Contracts
[] Sourcing
[] Tender Management

[1 Materials Management

[ Click Here to Update Contact Details



https://kavaq.infusionsoft.com/app/form/purchasing-center-sales-people-update

Managing Your Sales Process
5. Office Sales KPI Update - Dalily

Office[Sales[KPIIUpdates
WEEK:  28iNovER2@DecR2011
PITCH EMAILZFAXESDDUT CALLBACK DEALS
SALES 282913 1 2 |TOTAL] 28 [ 29 [ 30 | 1 | 2 |TOTAL] 28 [ 29 | 30 | 1 2 |TOTAL IN AMOUNT| REMARKS
PRO MON| TUE |WED| THU | FRI MON| TUE (WED|THU| FRI MON| TUE |WED|THU | FRI

TOTAL

.
|ll )

N,
Il.~ \
W\

\
N I

\
lll




Managing Your Sales Process
6.1. Personal Sales Tracking — Sales/Event Weekly Report

SalesWeeklyldum [Bvent[Report

IMPORTANT : [Bass [@lcopy [af [fhis [Re portfo your [Supervisor @Eitfhe [End [Qf [Each MV eek.
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Your[Name: EventMName R [Date:
Week Pitches |Emails _[Del. No Value
1
2
3
4
5
6
7
8
9
Total o] o] o] o]

DEALS IN DETAILS
Date Company

Del No. |Total Value |Remarks

Total
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Managing Your Sales Process

6.2. Personal Sales Tracking: Cheques/Collection Status Report
"2’ KAVAQ Cheques/collections Status

IMPORTANT : [Bass[@cbpylafthis [Report b our [Qupervisor @t [fhe [End [df [EachWeek.
Your[Name:
Highlight in yellow all the revenuews/deals that are paid

Sales Full Del. |Invoice |Date Last
Person |Event Name Dates Company Amount |[No. |Date Expected|Date In |Update |Remarks

Payment is being prepared and will be in by 15 October 2011.
SAMPLE | Cost Reduction 16 & 17 Jan 2012 |NEC 13,450 3 1-Oct 10-Oct| 15-Oct| 15-Oct|Payment came in on 15 Oct 2011
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Total 13,450 3
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Managing Your Sales Process
6.3. Personal Sales Tracking: Event Tracking Ratios Sheet

Personal Event Tracking Sheet meoRraT:escoeyoes BeportTobu Supervsor B End G EachBent

Your Name:
Event Name SAMPLE TOTAL
11-120ct
Dates & Place 011
Faxes 520 520
(Prospect/potential Qustomers)
Conversion Rate %
Number of deals divided by number|
of faxes 21% | #DIVIO! | #DNVIO! | #DIVIO! | #DIV/OI | #DIVIOI | #DIVO! [ #DNV/OI | #DIVIO! | #DIV/O! | #DINVIOI | #DIVIO! | 2.1%

Number of delegates divided by
number of emails sent out 37% | #DIVIO! | #DNVIO! | #DIVIO! | #DIV/OI | #DIVIOI | #DIVO! [ #DNV/OI | #DIVIO! | #DIVIO! | #DINVIOI | #DIVIO! | 3.7%

How many faxes yousenttogeta
deal 47 #DIVIO! | #DIVIO! | #DIVIO! | #DIVIO! | #DN/OI | #DIV/O! | #DINVIOI | #DIVIO! | #DIVIOL [ #DIVIOI | #DNIO! 47

How many faxes you sent to geta

delegate 2 #DIVIO! | #DIVIO! | #DIVIO! | #DIVIO! | #DNV/OI | #DIV/O! | #DIVIOI | #DIVIO! | #DIVIOL [ #DIVIOI | #DNIO! 2

How much did you earn for each
emallfax sent out 17 #DIVIO! | #DIVIO! | #DIVIO! | #DIVIO! | #DNV/OI | #DIV/O! | #DIVIOI | #DIVIO! | #DIVIOL [ #DIVIOI | #DNIO! 17
Companies/Deals 1 11

Number of Transactions 17 #DIVIO! | #DIVIO! | #DIVIO! | #DIV/O! | #DINV/OI | #DIV/O! | #DIVIOI | #DIVIO! | #DIVIOL [ #DIVIO! | £DV/O! 17
(the average number of delegates
each company sent for the event)

Number of delegates 19 19

Average Dollar Sale 4731 | #DIVIO! | #DIVIO! | #DIVIO! | #DIV/OI | #DINVOI | #DIV/O! | #DNV/OI | #DIVIO! | #DIVIO! [ #DIVIOI | #DIVIO! | 4731
(the average price of the items you
sell per client))

Total Turnover 89,897 89,807
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Managing Your Sales Process
Putting It all together?

1. Getyour leads written in Leads Sheet ready for pitching

2. You pitch and email by filling in the Call Back Sheet —ready
to call back with all remarks of what happened.

3. You Update the Event Emails Out Report.
Update the WebForm with Full Contact Details

5. Usethe Call Back Timing Sheet to write down the time for
Important call backs.

6. At the end of the day Update the office Sales KPI Report
with Pitches, Emails Out and Deals In.

7. End of the week update your Personal Sales Tracking
Report:

- Personal Weekly Event Report
- Weekly Cheque Status

8. End of the Event Update your Personal Event Tracking
Sheet Ratios
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