Sales Meeting Agenda
Required Attendees:   Sales Manager, Sales Reps
Objective:  Improve communications, build teamwork and set goals for next week, month and quarter
Agenda:
I. Report Last Week’s Sales and Activities
a. Business Development Manager
i. Number of New Orders 
ii. Number of First Appts
iii. Review Sales in Evaluate Options and Resolve Concerns (Sales Phase) of Pipeline 
b. Account Manager
i. Number of Orders from Existing Customers
ii. Number of Account Reviews
iii. Number of Penetration Appts
iv. Review New Opportunity Sales in Existing Customers in Pipeline
1. Only those in Evaluate Options and Resolve Concerns
c. Inside Sales Reps (All customer contact via Virtual)
i. Number of Accounts with new product orders
ii. Number of Account Reviews
iii. Number of Penetration Appts
iv. Review New Opportunity Sales Pipeline
1. Only those in Evaluate Options and Resolve Concerns 
II. Sales Updates
a. Review
i. Corporate/Regional/ Divisional Updates
ii. [bookmark: _GoBack]Strategic/Regional/Divisional Wins and Losses (Salesforce.com updates)
b. Competition
i. Recent Activity in Market
ii. New Products/Services
c. Lead Development 
i. Lead Development Rep Activity Status
ii. Number of New MQLs
III. New Installations
a. Upcoming New Customer Installs
b. Implementation Status on pending Installs
IV. Open Forum (Questions/Concerns/Discussion Topics)
V. Training Topic
a. Role Play on Phase in Sales Process (Recognize Needs Probing Questions)
b. Phone Skills
c. Lead Generation Criteria
d. Overcoming Objections
Remember:  Keep the meetings motivational, light and fun. Each sales rep should leave feeling excited for the upcoming week!
