Individual sales activity planner

This tool is used for planning the type and level of sales activity to take place over the course of a
week. Transfer the activities to your calendar when you have confirmed days/times.

Column requirements

Resources available

These are resources available to your organisation. Resources might include specific databases,
email/letter templates, telephone calling scripts, brochures and collateral, activity tracking systems (e.g.
CRM) and any other tools or systems available to support marketing and sales activity.

Time allocated

Specify how many hours per week you need to complete the task.

Date scheduled

Decide what day of the week/time of day you plan to do this task. Don’t forget to transfer these details
to your calendar once completed.
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Individual sales activity planner

Activity Type Specific Details — Ask and answer the questions below Resources available Time allocated scr?e ?itjle d
Marketing (M) - Lead Generation
1. Get ‘Contacts’ list Where from? Existing data base/purchase database/cold call
2. Prepare message Type/format/colour message/benefit/use of phone scripts
3. Deliver message How? Email/social media/mail out/face to face/ billboard
4. Update lists Update contact list with “latest accurate” contact namettitle etc.
Sales (S) - Qualify Leads
1. Prepare for call Type? Telephone/group telephone/skype/video conference
| i
. What is it that they seek to fix, accomplish, repair or replace-get specific
2, Gonduct:Needs:Analysis with the customer to ensure the identified need is satisfied
Confirm needs and include the benefits of what is proposed. Ensuring
3. Prepare proposaliquote that the item(s) are in stock or time to be in stock
4. Deliver proposal/quote Deliver by hand/email/post/social media
5. Follow up proposaliquote Confirm by phone/email/social media/in person - get signed order or
contract
6. Complete order Using software/manual form-check for shortages and find time line to fill
Fulfilment (F) - Product (and/or Service) Delivery
1. Deliver/Lodae with Confirm with who. This will differ for all organisations. Obtain
F.ulfilment Areg acknowledgement order has been received and can be fulfilled within
timeframe and delivery method.
Follow up with Fulfilment Area that order is completed within the
2 Manage GHSIammEr required timeframe and delivery method. If not, why? Update customer
expectations . R .
where required of any changes in timeframe/delivery method
Relationship Management (RM) - Satisfaction Building
> ; " : :
1. Confirm satisfaction How? Fo_IIow up W|th_customer regarding their order via phone
call/lemail/social media/survey
iZCieL;rsmover Impravement Ask customer/client how their experience could have been improved
3. Gai ission fi 1‘
. Gain permission for - : ’ :
ongoing contact How? Follow up phone call/email/social media
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