[image: image1.jpg]Clare O'Shea

Improving sales performance

]
Tel 07730512777 Email clare@clareoshea.com www.clareoshea.com © Clare O’Shea 2010



Sales Meeting Checklist

	QUESTION / CHECK POINT
	ANSWER / ACTION

	What are your objectives? Needs & Wants?
	

	What are their objectives? Needs & Wants?
	

	When and where will the meeting be held? 
	

	Is the venue suitable?
	

	Who will be attending from the customer organisation?
	

	Who will be attending from us?
	

	How long will you be given?
	

	How will you co-ordinate with the others?
	

	What materials or literature will you require?
	

	What personal notes or "prompts" will you require?
	

	When will you do your preparation work?
	

	Have you sent out an agenda before the meeting?  Did you mark the agenda as “draft”? Has it been amended or agreed to?
	

	How will you ensure you address each person's priorities?

	

	What issues /difficult questions, is each likely to have?  How will you respond?
	

	What points must you include? What should you include? What could you include if time?
	

	How will you travel to the meeting?  How much safety margin on time should you allow?
	

	What contingencies/problems should you plan for?

	


