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Purpose: 
To give salespeople a method for processing their opportunities 

in a logical sequence to increase their chances of success 
while creating a positive customer experience.

Discussion: Your sales process is the method from which you handle a customer and their opportunity from start to
finish. Outlining the critical steps of this process ensures that you have the foundation to control the sale allowing for a
positive experience for everyone involved. It takes the guesswork out of managing each opportunity and can help you
identify which opportunities are on the right path to close and which have gone astray. You can re-arrange the steps in a
manner that is most sensible to your business model. You will also want to add an expected timeline to each step as well.
The following is a standard effective sales process you can follow.

Connect (Week 1)- This is an introductory conversation with a prospect who has engaged and expressed some level of
interest. This is the chance for each of you to get to know one another and qualify whether or not their need is a good fit
for what you offer. 
Discovery (Week 1) - This is a follow-up conversation and should be conducted separately from the Connect
conversation. You should come prepared with a list of 20 potential questions to ask that allows you to understand your
prospect while giving them a safe environment where they can express their needs. Your sole objective here is to learn
and not sell. 
Presentation (Week 2) - This is your chance to share what you have to offer in terms of products and services. This can be
done in any form of a presentation and demonstration. Allow your prospects to learn and ask questions and seek out and
address any early objections.
Opportunity Exchange (Week 2)  - This critical step is where you and the prospect identify the most relevant opportunity
for you both to work on together. This opportunity should be based on what product or service you are selling and should
be specific. Do you need specifications to quote a project for a prospect? Is your prospect requesting samples, pricing, or
specific product service information? Be sure that your next step after the Opportunity Exchange is identified before you
complete this part of the process.       
Facility Tour (Week 3) - This may or may not be necessary depending on what you sell. A tour may be conducted at your
office or at the prospect’s facility. Tours engage prospects at a high level and allow both parties to meet additional key
personnel in the decision-making process. A tour at a client facility may give you a better understanding of their need and
a tour of your office may give your prospect better insight into your service and quality process. 
Quote (Week 4) - You should, by now, have all of the information you need to provide your prospect with an accurate
quote for what you sell versus what they need. All quotes should be presented person-to-person and not just email or
dropped in the mailbox. Reviewing the quote in person will allow the prospect to check for accuracy and raise any
concerns and objections they may still have at this point. 
Close The Deal (Week 4) - Both you and the prospect have all of the information you need at this point. You have fully
qualified and quantified their need and demonstrated the quality of your products and services to their satisfaction. You
have managed all of the objections up to, and including price. Now is your time to get them to sign. Onboarding (Week 6)-
The deal doesn’t end with a signed contract. There are always a series of ‘next steps’ for both parties to get the sale
moving forward. Make certain that you have this outlined in advance for your customer and be a part of the onboarding
journey with them. They see you as their guide so do not abandon them in a soft transition to another point of contact
within your company.
Onboarding (Week 6)- The deal doesn’t end with a signed contract. There are always a series of ‘next steps’ for both
parties to get the sale moving forward. Make certain that you have this outlined in advance for your customer and be a
part of the onboarding journey with them. They see you as their guide so do not abandon them in a soft transition to
another point of contact within your company.
Follow-up (Once A Quarter) - You need to schedule with customers, in advance, a few meetings to check in with them.
Do not skip this step in your sales process. This is where referrals and repeat business opportunities occur. This will also
allow you to correct and service issues they may be experiencing.


