Sales Person Best Practice Workflow
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Open Dashboard/Daily

Schedule follow up, send video Email
Response or Close As Lost
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Run Sheet

Check Notifications for
Email/SMS Replies, Live

Leads Views and Other

Warnings

Deal with Overdue or

Update any Leads

Stalled Leads

sitting at Awaiting Action

Check Leads with follow
up actions due today -

action and mark as
‘Complete’

Schedule future Follow
Up on any Open Leads

Update Progress of
Leads that have moved
along the R2S

Check for New or Allocated

Leads Hourly

DO THIS MONTHLY

months end

Form that can be
converted to a sale

convert to sale

Conversion and Overdue
Lead Reports

manager to retarget via
Live Leads eDM
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[T Check your Lead, Test Check Lead Conversion Check for any Live Leads

Drive and Sales Targets and Sales Pipeline Check Wishlist Check In Market Leads follow ups that have not Sch(?dule Calendar Close any Leads that
; . ) : . . o > o Appointments for the have been exhausted as

against actual in the Daily Reports to identify opportunities opportunities met your follow up weekend either Lost or Won
(Vp) Activity Report opportunities to improve threshold
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W Check Leads at 'Present ) Review performance in Review any Closed Lost
Check 'Hot' Leads that Deal' or with a Write Up ngew Leads at Test Daily Activity, Lead leads and liaise with
can be progressed before Drive for opportunity to > >




