SALES PLANNING CHECKLIST
1. SETTING UP THE MEETING
· Responding: Gather right information (Caller and company background; how/why contact firm including referral source; what prospect wants to accomplish; time frame and "agenda" for the next contact) and establish next step 

· Initiating: Sell the meeting, not the service-i.e. use benefits like sharing ideas or industry trends, building awareness or relationships, etc. 

2. LIST CLIENT/PROSPECT CONTACTS WHO WILL BE INVOLVED IN THE DECISION PROCESS
· Decision-maker(s) 

· Influencers 

· Users 

· Coach (Sponsor) 
3. WHAT DO WE WANT TO ACCOMPLISH AS A RESULT OF THE MEETING 
(What is our stage in the sales process and our purpose for the meeting?) 

4. ACTIONS TO TAKE BEFORE FIRST INTERVIEW WITH CLIENT/PROSPECT
· Gather public information and look for additional information such as trade magazine articles, etc. 

· Call referral source to thank and gain information about "lead". 
· Use additional "network" contacts and other relationships. 
· Find other people who might know about the company (e.g. people, industry) 

· Contact marketing department to assist in gathering information, preparing materials. 

· Find industry contacts to give background information such as trade association director or other current or past clients. 

· Talk with an "ally" (coach?) inside prospect organization if one is available. 

· Send a confirmation of the meeting (and maybe some background material). 

· Call the client/prospect and get their own promotional material such as brochure. 

· Check with local newspaper to see if there are any articles on the company or its people 

· Make sure we know how to get to meeting so we'll be on time. 

· Organize relevant experience. - Prepare reference list including names and phone #'s. (Check before giving out name.) - Gather samples of our work. 

· Organize the "team" considering multiple disciplines, matching "head-count" to prospect numbers, sales and closing skills. (Involve marketing director if available.) 

· Prepare written material as necessary such as a brief agenda, "leave-behind" material, business cards, brochures, articles, visual aids, etc. 
· "Role-play" the discussion with another partner or associate. 

· If a "presentation", make sure how room will be set up and rehearse (use videotape if available).  

5. DEVELOP "SCORECARD"
· What do we perceive the client/prospect wants to accomplish as a result of using your firm's services/assistance-the "Heart of the Matter" 

· What factors/issues (features/benefits/conditions of satisfaction) might be of interest to the client/prospect and shape your firm's services 

· What are your firm's strengths/weaknesses relative to alternative choices and develop possible strategy 
6. DEVELOP "OPEN" QUESTIONS—START WITH "B.I.G." QUESTIONS
· "Where do you see (company, department, person) in next three to five years?" 

· "What are your goals for this (deal, company, transaction)?" 

· "What are the biggest challenges you face in trying to achieve these goals?"

BUT BE SURE TO INCLUDE A "MUST ASK" QUESTION LIKE 
· "What advice could you give me about the best way to position for…?" 

· "When this project is done, what will make you most pleased about our work?" 

· "What process will the company use to make a decision on this project?" 

7. DEVELOP RESPONSES TO OBJECTIONS AND TOUGH QUESTIONS 
(and who will handle them-use "Ground Rule"). 

8. BEST WAY TO OPEN THE INTERVIEW
· Ideas for small talk 

· Prepare transition including (1) thanking the client/prospect, (2) expressing our interest in working with them, (3) stating the purpose of the meeting , (4) an easy-to-answer "open" question 
9. WHAT ARE POSSIBLE NEXT STEPS WE CAN USE TO CLOSE?
· Meeting with other decision-maker(s). 

· Meeting with superior. 

· Meeting with subordinate. 

· Meeting with user(s). 

· Meeting with others who can influence the decision. 

· Meeting with someone outside of your company and client/prospect-e.g. another client with similar experience/problem, potential "customer", etc. 
· Visit to our office/visit to their office or plant, etc. 

· Second meeting with contact. 

· Meeting with someone else from your firm, an industry or functional expert, potential service personnel, etc. 

· "Demonstration" of product/service—e.g. review sample closing documents, etc. 
· "Survey" to further define situation. 
· Review of client records. 
· Review of previous work efforts—e.g. documentation of past transactions. 

· Talk with those who will be at an upcoming presentation to establish expectations 
· Review draft of engagement letter, proposal, outline of presentation, etc. 
