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System Design and Documentation

Module B: Strategic Skills


Business Development Process: 1B-04
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System Action Plan Template

Title/Code: Sales Meeting / C-3-7




Date: November 26, 2009
	Result Statement

	Describe exactly the result this system must produce:

Sales meetings will be held following the Sales Meeting Agenda


	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Leasing Counselor, Move-In Coordinator, Sales Support




	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.

[image: image1.jpg]Sales Meeting

10.Top 10
Pls

9.
Advertising

8. Pending

1

Visualization 3. Training

7. Ticklers

4. Census
Review

6.Top 10

5.CFU







System Action Plan Template

Title/Code: Sales Meeting / C-3-7


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Visualization.  Eyes closed, noised silenced, visualize the realization of your goals and the benefit thereof.
	Sales Manager or one who is delegated
	At the beginning of the Sales Meeting

	2.
	Goal Review.  What goals have been set and how is the progress toward meeting those.
	Sales Manager or one who is delegated
	Anytime after Step #1.

	3.
	Training.  Review a sales topic.
	Sales Manager or one who is delegated
	

	4.
	Census Review.  What is today’s resident and apartment census.  Who are upcoming move-ins and move-outs.
	Sales Manager or one who is delegated
	

	5.
	CFU.  Review Creative Follow-Ups from yesterday and make a plan to get those delivered.
	Sales Manager or one who is delegated


	

	6.
	Top 10.  Review the Top 10 Prospect Board.  Discuss what happened yesterday and what will happen today.  See System: Prospect Review
	Sales Manager or one who is delegated
	

	7.
	Ticklers.  Discuss the prospects that are scheduled for follow up for today.  See System: Prospect Review.
	Sales Manager or one who is delegated
	

	8.
	Pending. Discuss those that have left a deposit or signed the agreement, but haven’t moved in yet.
	Sales Manager or one who is delegated
	

	9.
	Advertising.  Discuss advertising, marketing and lead generation efforts that are happening. 
	Sales Manager or one who is delegated.
	

	10.
	Top 10 P.I.s.  Review the Top 10 Prospect Influencer Board and discuss the efforts with these relationships.
	
	


System Action Plan Template

Title/Code: Sales Meeting / C-3-7


	Resource Requirements

	Staffing
	All the sales department.

	Space and Facilities
	Sales office.

	Equipment
	Room, table, chairs, pens, computer.

	Supplies
	Dry erase boards, markers & erasers. Inquiry Cards. 

	Information
	Systems,  Census, up-coming move-ins and move-outs, Lead Generation efforts, goals, Top 10 Prospects, Top 10 Prospect Influencers, System: Prospect Review



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· More move-ins




System Action Plan Template

Title/Code: Sales Meeting / C-3-7


	System Standards

	1. Visualization will last 1-2 minutes.

	2. Training topics will include, but are not limited to:

· Role play call ins, call outs, on-site visits, home visits, lead source visits.

· Tie Downs

· Qualification for care

· Phone message

· Overcoming Objections

· Closes: Option, Process, Next Step, Kodak & Summary

· Empathize

	3. Role plays may be a complete role play, or just a segment.

	4. Top 10 Boards are fluid.  If you are stagnant with one, feel free to remove them and schedule them for a later follow-up.  New blood on these boards can make all the difference.

	5. The Sales Manager may invite different staff to take a few minutes to discuss what is happening in different departments of the building.


Use additional sheets as needed
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