
 
Purpose - To review each salesperson’s opportunities, trends, and challenges at a frequency that allows the manager 
and salesperson to stay focused on sales goals and the right activities to achieve them.  
 
Discussion - Managing and coaching salespeople means having the right conversation with the right people in the right 
way. Although it is important to keep everyone accountable, it is just as important to learn about what is going on in their 
world so you can connect with them in a meaningful way. This connection is a trust that is based on celebrating victories, 
offering solutions, and challenging someone’s limiting beliefs. 
 
Method - A 1:1 review should happen each month at the beginning of the month. This should only be held between the 
salesperson and the manager alone. These discussions should last no more than 30 minutes but can be shorter if both 
parties are efficient in their information or it can be longer if there are significant issues to be addressed. The framework 
should always be the same 5 questions. 
 

1. New opportunities - What new opportunities does the salesperson have planned to develop in this coming 
month? This is where you will want to know the who, when, why and (if possible) how much.  

2. Old opportunities - How did the opportunities discussed in last month’s 1:1 move forward. Again, you will want to 
know the who, when, why, and (if possible) how much. What is closing, going cold, and getting stuck? Look for 
reasons to both celebrate victories and challenge assumptions.  

3. What’s working - What tools, techniques, and methods is the salesperson applying that is leading them towards 
success and why? Is there an external trend that is helping them? Is this something that can be replicated in other 
areas? What are they learning from this success? 

4. What’s not working - What tools, techniques, and methods is the salesperson applying that is causing them to 
stumble in their sales process and why? Is this something that can be corrected or should something be 
changed? Is there an external trend that is hurting them? What are they learning from this challenge? 

5. KPI Review - How is the salesperson progressing to their goals. This can be in terms of sales and sales activities. 
Are they following their plan? Is it working? Is there a need for course correction?  

6. Conclusion - Always conclude your monthly 1:1 with your summary. What are you observing as their manager 
and coach? What should the salesperson be focusing on until the next monthly 1:1? What was the most important 
takeaway from this discussion? 

 
Summary - Create a format in which you can document this discussion and share it with your salesperson. Try to be as 
concise as possible with your notes. Shareable spreadsheets tend to work best, but a word document can do just as well. 
List each category with your notes and be sure to make a copy available to the salesperson so both of you have it as a 
reference and guide moving forward. You can use the Scorecard Monthly 1:1 Tracker for each salesperson for your 
shareable documentation.  

 


