Template for Preparing a Sales and Marketing Plan
A marketing plan should be seen as a tool which helps – and forces – you to take a structured approach to marketing and selling your products or services in the cheapest and best way possible.

This document contains two different templates which you can use to draw up your own marketing plan. The two templates are:

1. Action plan for sales and marketing 
This plan enables you to describe, month by month, how you will market your business. Once all the months have been filled in, you have a complete marketing plan for your business.

An example of a completed action plan can be seen on the following page.

2. Calendar for sales and marketing activities
This plan focuses on what you need to do and when. You will probably have a more detailed description of the various activities elsewhere. The text field is simply a heading for what you need to do.

An example of a completed calendar can be seen on page 3.


Action plan for sales and marketing 
– example for a wholesale company selling decorative accessories and kitchenware
	Month
	This activity must be started
	Deadline
	Responsible

	January
	- Agree on a meeting before the end of January with the Inspiration chain of shops to clarify their interest in collaborating on shop-in-shop solution. 

- Update the website with new images and at least three new news items each month.
	31.1
	Mia

	February
	- Participation at the Formland trade show in Herning; the stand is booked and manned. 

- Submit your business card and participate in the competition – and receive our next newsletter.

- Repeat the home party success, where food and decorative accessories meet.

- Call all the contacts made at Formland. Objective: To arrange a meeting with the contact.

- Update the website.
	2.2

15.2

27.2
	Mia

	March
	- News email module purchased for our website and existing customers entered into the newsletter database – if they give us permission.

- Update the website.
	30.3

30.3
	Anne

	April
	- Send articles about our new "Linda" series of kitchen utensils to weekly newspapers in Jutland.

- Send a press release to the women's weekly magazine Alt for Damerne and other lifestyle magazines about the "Linda" series.

- Update the website and send out the first newsletter
	30.4
	Anne 

	May
	- Go through the customer database to decide whether customers who have spent less than DKK 2,000 over the past two years should be contacted to drum up sales or deleted from the database. Objective: To sort out time-wasters.

- Fix a date with the photographer for taking catalogue photos before the end of May. 

- Update the website.
	30.4
	Anne

	June
	- Examine the concept for corporate Christmas gifts – focus on businesses in the local area.

- Prepare for the Christmas shopping season.

- Send out a newsletter about Christmas shopping.

- Update the website.
	
	Mia

Mia

Anne

Anne

	July
	- Update the website.
	
	Anne

	August
	- Send articles about our new "Linda" series of kitchen utensils to weekly newspapers on Zealand. 

- Send a press release to the women's weekly magazine Alt for Damerne and other lifestyle magazines about the "Christmas product". 

- Update the website.
	30.8
	Anne

Anne

Anne

	September
	- Analyse the effect of the newsletters. Can they be improved to boost sales? Does the website support the newsletter properly?

- Update the website.
	30.9
	Anne

Anne

	October
	- Send out an updated newsletter about Christmas shopping.

- Update the website.
	
	Anne

Anne

	November
	- Improve and make preparations for next year's catalogue.

- Make preparations for Formland.

- Update the website.
	30.11


	Anne

Mia

Anne

	December
	- Improve and make preparations for next year's catalogue. 

- Update the website.
	
	Anne

Anne


Calendar for sales and marketing
– example for a wholesale company selling decorative accessories and kitchenware

	Activities
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Shop-in-shop – Inspiration
	31
	
	
	
	
	
	
	
	
	
	
	

	Formland 2007 
	25
	2
	
	
	5
	
	
	
	
	
	
	

	Home party
	
	22
	
	
	
	
	
	
	
	
	
	

	Follow up on Formland
	
	x
	X
	
	
	
	
	
	
	
	
	

	Date with photographer
	
	
	
	15
	
	
	
	
	
	
	
	

	Articles for weekly newspapers
	
	
	
	X
	
	
	
	X
	
	
	
	

	Press releases
	
	
	
	x
	
	
	
	X
	
	
	
	

	Trim customer database
	
	
	
	
	30
	
	
	
	X
	
	
	

	Plan Christmas sales
	
	
	
	
	
	30
	
	
	
	X
	
	

	Update website
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10

	Analyse website
	
	
	
	
	
	
	
	
	X
	
	
	

	Send out newsletter
	
	
	
	x
	
	x
	
	x
	
	x
	
	

	Prepare new catalogue
	
	
	
	
	
	
	
	
	
	x
	x
	x


Action plan for sales and marketing, 20XX 
Company/product/service: 
	Month
	This activity must be started
	Deadline
	Responsible

	January
	- xxx

- yyy
	
	

	February
	- 

- 
	
	

	March
	- 

- 
	
	

	April
	- 

- 
	
	

	May
	- 

- 
	
	

	June
	- 

- 
	
	

	July
	- 

- 
	
	

	August
	- 

- 
	
	

	September
	- 

- 
	
	

	October
	- 

- 
	
	

	November
	- 

- 
	
	

	December
	- 

- 
	
	


Additional comments:
Calendar for sales and marketing activities, 20XX
Company/product/service: 

	Activities
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Additional comments:
Phases before the sales and marketing plan





Sales and market research


ABC analysis, where all customers or products are divided into three groups: A, B and C�A accounts for 80%, B for 15% and C for 5%. 


Current marketing activities�Type, activity and effectiveness as well as conclusion. 


Market assessment - Status�Geography, industries, customer types, purchase motive, competitors, technology, market needs and public requirements.


Market assessment - Future�Geography, industries and customer types. 


Future scenarios�How are the market and the business likely to develop? How will it influence sales and marketing? Will it lead to new needs, and how does the competitive situation look for the business's existing products?


Sales and marketing strategy�Based on the above analyses, you decide on the segments, establish the customer’s purchase motives as well as the type of contact.
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