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Sales Meeting Planning Form

	Client:
	Venue:                                         Date & Time:

	ATTENDEES:
	

	OUR OBJECTIVES


	THEIR OBJECTIVES



	..…. Draft agenda sent before meeting……..
	…….Agenda agreed before meeting ……….

	                             ( AIDS     ( Agenda     ( Slides     (  Report
	( Analysis     (  Finances     ( Other

	RAPPORT BUILDING / POSITIONING STATEMENT
	AGENDA



	KEY QUESTIONS

	

	POSSIBLE ISSUES / QUESTIONS 
	RESPONSES



	..…. Actions summarised and  agreed……..
	…….Actions with timescales and people……

	ACTIONS

	

	NEXT MEETING DATE & TIME:
VENUE:
	ATTENDEES: 


