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90-Day Action Plan





MONTH 1
I.   Situation Analysis
· Schedule strategy review with President & GM’s

· Schedule business reviews with all direct sales & manufacturer reps (Top 25 accounts)

· Schedule review with customer service 

· Review existing account/market issues and opportunities

· Review plans for balance of 2000

· Determine current business planning process for sales managers and representatives

· Begin re-establishment of performance objectives (if needed)

· Utilize feedback to begin development of account business plan template

II.  Marketing/New Products
· Schedule major product review with marketing and product development staff

· Review current product and promotional strategies

· Review new product plans and timelines

· Review sales and marketing strategy for all current channels 

· Begin discussion on new or emerging channels. Establish need and begin development process

· Review plans for all major trade shows for the next fiscal year

· Overview of all major competitors (war room)

III.  Key Account MeetingS
· Begin scheduling meetings with key accounts (Top 25)

· Begin relationship building process (internally/externally)

· Determine issues and opportunities

· Assess business strategy with each key account

· Spend time with rep group on key accounts in territory to determine effectiveness and to establish account plans

IV.  Product Training
· Review all existing training materials and product brochures

· Spend time in the plants to develop understanding of manufacturing process, supply chain, quality, product features, etc.

· Meet with marketing staff to review major product categories


MONTH 2
I.   Organizational Analysis 

· Review individual members of direct and rep sales force with HR and President to determine appropriateness and strategic fit

· Determine coverage needs both direct and reps

· Review performance trend vs. expectations 

· Review rep contracts for legal issues

· Begin targeting reps to replace (if needed)

· Identify alternative reps. Set up meetings to select new reps

· Begin development of rep incentive plan for exceeding goal

· Review of internal staff with HR and President

II.  Sales Administration Review
· Review existing pricing policies and procedures

· Review sales bonus and commission plan

· Determine effectiveness - begin look at alternatives if necessary

· Review procedures for sales communications

· Begin development of customer database - work with systems to set up database and access

III.  Budgeting/Forecasting
· Establish 2001 preliminary sales forecast

· Determine spending plan based on forecast

· Establish procedures for monthly reporting of results

· Meet with sales managers and reps to insure forecast buy-in

· Announce budget to sales managers and reps

IV.  Key Customer Meetings
· Continue to meet with key accounts

· Begin scheduling business reviews with all major accounts

· Establish formal business plans for 2001

V.   Product line Review   

· Review each existing product line

· Review proposed new items for 2001

MONTH 3
MONTH 3
I.   New PRODUCT and Market Exploration
· Work with marketing staff to review potential new channels and to determine new product/program needs

· Establish priority plan for pursuit of new channels and markets (US & OUS)

· Begin Communication of strategic plan and review with Sales and Marketing team

· Establish new product plan roll-out for the year 2001

II.  target sales strategy
· Utilize database to select potential accounts in new and existing channels

· Select target accounts in each channel based on strategic fit

· Determine sales coverage needs and assign to appropriate reps or direct sales people

· Establish sales strategy, frequency and type of contact, and time frame for completion

· Establish communication and review procedure to keep track of progress

· Review balance of indirect/direct sales force (trade-offs)

III.  ESTABLISH TRADE SHOW STRATEGY FOR 2001

· Select appropriate trade shows based on target channel/account strategy

· Determine spending budget and plan resources required

· Establish goals and theme for each show

· Develop vehicles to contact and secure appointments

· Review with President for input/approval

IV.  National Sales Meeting
· Schedule meeting for fall 2000 (show schedule dependency)

· Announce new products and programs

· Schedule break out session for each major product group

· Focus on team building and execution of 2001 plan

· Gain commitment for 2001 sales forecast

· Announce performance objectives

· Announce sales performance incentives
How to use the 90 Day Action Plan

Thanks for purchasing the 90 Day Action Plan.  I’ve used this tool in my own searches and have found it to be a great “closer” that truly differentiates you from other candidates. 

As with anything in life, you need to put some effort into developing this weapon if it’s to be as effective as possible.   If you skimp on this aspect, you are doing yourself a disservice and won’t maximize the power of the Plan. 

Here then, are some keys for best utilizing the 90 Day Action Plan:

· First of all, please keep in mind that this plan is to be used / presented at a second interview only
· The intent of the Plan is to demonstrate that you fully grasp and understand the issues the person who’s hired will face, AND that you have a sense of how you will confront those issues during your first few months on the job

· THEREFORE:  You MUST go to your first interview thoroughly prepared with a list of questions for the hiring manager and the other individuals with whom you’ll interview.  The answers to those questions will enable you to complete the Action Plan
· These questions can be distilled down to a couple of critical points:

· What challenges does the company face in this area – or with respect to this role?

· What is the company looking for, as they conduct their search?

· To repeat:  you absolutely MUST figure these things out. If not, your Plan will miss the mark

· SO:  ASK THESE QUESTIONS (or variants thereof)—

· What 3 things will the person who’s hired have to achieve in his/her first 6 months on the job?  Ask this question of everyone you interview with

·  What are the most critical issues which will confront this area/function/department?  This job?

· (If the person who had the job was fired) -Without revealing anything of a sensitive nature, where did the previous incumbent not meet expectations?

· (If a newly created position) – What factors have driven the need for this new position?

· (If the person who had the position left the company of their own accord) – How did the person previously in this position excel? Were there things which could have been handled more effectively?

· (Ask of the hiring manager) – What are you fondest hopes for what whoever fills the position will do in his/her first year?

· …worst fears??

· (If a management role) – What issues exist in this department/function/area from a performance standpoint?  Are there opportunities for improvement?

· LISTEN to the answers. Carefully. Take notes (ask if it’s OK).  Capture the main issues and points – it’ll be invaluable later on

· If you’re unclear on anything, ask for clarification

Armed with the information you’ve gathered, you ought to be able to develop a well considered plan.  Forgive me for mentioning this, but DELETE THESE INSTRUCTIONS BEFORE PRINTING YOUR PLAN. 
For a mid to senior level position, your Plan should be 3 pages long – one page per 30 day period – as shown in the example you’ve downloaded.

For staff positions, perhaps one page will suffice; use your judgment. 

The example provided above is for an executive level Sales and Marketing professional.  It should give you a good idea of how to structure your Plan.  Of course, you’ll have to adapt the template to your area of expertise and the needs of the hiring company. 

When preparing for your second interview, print a few copies at the very least.  Put them in a portfolio of some sort.  Whether you give a copy only to the hiring manager or to everyone you meet during your second visit is a judgment call.  Usually second interviews are a sanity check:  the company just wants to make sure you’re a good fit and can work effectively with your peers.  In many cases, you can simply give the Plan to the hiring manager.

Thanks again for your purchase, and best of luck to you!  

Kevin Connolly
Here are some ideas for issues you might want to address in your 90 Day Plan for specific functions; again, for the Plan to truly work, you absolutely must ask the types of questions reviewed above, and adapt your plan to the hiring company or organization!
Non-Profits:
· Fund raising and marketing

· Human resources / staffing

· Board interaction and deployment

· Business proficiency - do staffers have the right skills & business acumen?

· Organizational assessment - assess the organization, function by function

· Collaborative efforts with similar organizations in the community
Engineering:
· Staffing, HR issues

· Project management; project management tools

· Allocation of resources vs. project load & varying constituents

· CAD/CAM, FMEA, testing, analysis

· Six Sigma methodology: DMEDI, DMAIC

· Cost reduction metric

· Product innovation; process for innovation

Finance/Accounting
· Staffing, HR issues

· SOX compliance

· Financial reporting and controls

· Accounting functions: AP, AR, Credit – management, processes, issues

· Internal audit

· External audit

· Budget & variance tracking

· Cost accounting, PPV

Human Resources

· Staffing, hiring for department

· Recruiting

· Employee engagement and feedback

· Benefits

· Payroll issues

· Organizational development

· Safety, Workers Comp
· Succession Planning

Quality
· Quality systems

· Internal audit / external audit

· Document control

· Process control and measurement

· Corrective action requests

· Product integrity / product complaint process

· Warranty incident rate over time

· Warranty expense

Operations/Manufacturing
· Delivery Performance/Fill Rate

· Operational metrics and reporting

· Overhead spending; overhead absorption

· Scrap rate & trend

· Productivity

· Capacity by work cell & future projections

· HR issues, staffing, attrition rate, leadership 

· Operational metrics: inventory, turns, earned hours analysis, headcount, finished goods produced, etc.
· Supply chain issues

· Safety

Sales
· HR issues, hiring

· Sales Management Process

· CRM

· Sales Prospect Queue: depth, accuracy, potential $$, conversion rate

· Key customer involvement

· Customer communication

· Sales force training

· Succession planning

· Selling skills:  cold calling, prospecting, addressing objections/conversion, reporting, follow-up

Marketing Communications
· HR issues, staffing, motivation

· Key projects

· Literature, advertising, PR, web – issues, key projects, opportunities

· Collaborative efforts with Product Management & Engineering; communication re key projects, need for collateral

· Social media

· Advertising, literature, web – projects, issues, new developments, new techniques
· Project management and tracking

· Allocation of resources vs. workload

Good luck, and let me know if I can help in any way!
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