HVAC Company

Sales Meeting Agenda
Meeting Time: ½ to 1 hour

Preparation
1. Review all positive customer feedback (Trane Customer Satisfaction Survey)

2. Review Customer Complaint Log

3. Review individual salesperson’s “booked” month to date sales vs. goals
4. Review closing ratio, current calendar and up-sells
5. Review lead log and sales calendar for open leads

6. Review last week’s meeting notes 

7. Review sales department’s goals and objectives
Sales Meeting Agenda 

1. How many leads are scheduled for the week with each Comfort Consultant?
2. How many return trips to verify customer satisfaction and installation quality and gain referrals are scheduled?

3. Review all open leads on the company lead report.  Each Comfort Consultant should update the status of open leads.
4. Review the 12 month look back calendar.  Identify those proposals that were written for the same month last year.  Contact all people who didn’t purchase to see if they indeed purchased a system from someone else or put off the purchase.  This can be a great source of current period sales.

5. Review all complaints that have arisen during the last week with the sales staff. Discuss method of resolution.

6. Go over the information received back from the Trane Customer Satisfaction Survey, as related to the department.  Make copies of all positive comments for inclusion into each Comfort Consultant’s presentation process

7. Booked Sales

· Compare actual figures to budget 

· What can be done to ensure weekly and monthly goals are being met?
· How many sales calls need to be booked to reach goals?
· Marketing needs and planning
8. Discuss closing ratio figures

· What can be done to improve the ratios?
· Are there special circumstances that may have increased or decreased the ratio? 

9. Lead generation and spiffs 

· Number of up-sells 

· Referrals

· Type of market/product to focus on

· How we can improve internal lead generation? 

10. Discuss the progress made on last week’s objectives
· Obstacles that are occurring
· Changes to the original plan
· Intended completion date
11.
Discuss future planning needs for the department

12.
Discuss open items and other issues as time permits
