A NEW SALESPERSON
SALES EVOLUTION 12-WEEK ONBOARDING CHECKLIST

PAGE 1

WEEK 1 START DATE

EMPLOYEE

MANAGER

WEEK 1

TASK RESOURCE STATUS
Onboarding plan overview Sales Leader ON©)
Employment Contracts signed Sales Leader ON©)
Meet & Greet with all staff CEO ON©)
Review and sign compensation plan Sales Leader ON©)
Lunch with manager Sales Leader ON©)
ércr;fazf;()) all required systems (email, portal, HR / Office Manager 00
Access to building and office HR / Office Manager ON6©)
Strategic Corporate Plan review CEO ON©)
Overview Company Vision, Values, Mission CEO O O
Organizational chart review Sales Leader ON©)
Market overview Sales Leader ON6©)
CRM Overview Sales Leader ON©)
Introduction meeting with Sales Team Sales Leader ON6©)
Introduction meeting with [Department A] Department A Leader ON©)
Introduction meeting with [Department B| Department B Leader O O
Introduction meeting with [Department C] Department C Leader ON©)
Shadow with [Department A] Department A Leader OO0

Legend: Completed M InProgress M Not Completed
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Field Shadow with [Field/Service] tech Appropriate Leader o))
Shadow with [Department B] Department B Leader O O
L\leeav\r/nHire to present learnings to leadership New Hire 00
Review Onboarding Plan Progress Sales Manager ON©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
CRM Training Sales Leader ON©)
Shadow with [Department C| Department C Leader o))
\(;:g ;:izznévifjiteo\;ers with Ops - Service Operations Manager / Sales Leader ON6©)
Industry Training (Competitive Landscape) CEO OO0
Field Ride with senior salesperson Sales Leader ON©)
Product Pricing Review Sales Leader ON6©)
Sales Process Training - Routine & Prospecting  Sales Manager ON©)
CRM Self-Learning New Hire ON6©)
z?sjpoeﬁtﬁ(;nager or Tenured Sales in field Sales Leader 00
Product Knowledge Training Sales Leader ON6©)
Contract Review and Training Sales Leader ON©)
gzlrc(jjSProspecting - Minimum 50 Business New Hire 00
L?qtjlz\e/isexzr?\pﬁgpcgj;tomers - 3-5 report what New Hire 00
Study Phone Prospecting Skills New Hire ON6©)

Legend: Completed M InProgress M Not Completed
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Debrief with Manager Sales Leader ON©)
Review Onboarding Plan Progress Sales Leader ON©)

WEEK 3

TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Phone Skills Training and Role Playing Sales Leader ON6©)
gedeiJes\‘i\r/y Training (Competitive Landscape) CEO o0
Study Sales Process - Rapport & Discovery New Hire ON©)
Product Knowledge Training Sales Leader ON©)
Product Pricing Review Sales Leader ON©)
Sales Process Training - Rapport & Discovery Sales Leader ON6)
(th:(!lg)oy Prospecting 50+ business cards 75+ New Hire 00
agr:jcmiiglec)sbl?;ict:iiiss— Presenting, Closing & New Hire 00
(thiJ(!é)oy Prospecting 50+ business cards 75+ New Hire 00
Debrief with Manager Sales Leader ON6©)
Review Onboarding Plan Progress Sales Leader ON©)

WEEK 4

TASK RESOURCE LS
Attend Sales Meeting Sales Leader ©0
zﬂzsnzﬁ(igncge;sb;;ipgﬁ— Presentation, Closing Sales Leader OO0
2 Half Day Phone Sessions, Sales Manager Sales Leader O O

shadow

Legend: Completed M InProgress M Not Completed
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First Sales Presentations 2-4 scheduled,

manager to shadow meetings Sales Leader ©0
Product Knowledge Certification Sales Leader ON©)
Sales Process Training - Entire Process Sales Leader ON6©)
Debrief with Manager Sales Leader ON©)
Review Onboarding Plan Progress Sales Leader ON6©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Ef(\)/isepv;g:l\/l and add all customers / New Hire 00
Sales Process Training Session - Review Sales Leader ON©)
Regular Sales Routine in effect New Hire ON6©)
4-6 New Presentation achieved New Hire ON©)
2-3 Quotes delivered New Hire ON6©)
é(l)%si}‘egopyel::zz;osnessions - 4+ appointments New Hire 00
Debrief with Manager Sales Leader ON6©)
Review Onboarding Plan Progress Sales Leader ON©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON6©)
Ei\)/isi)vggsl\/l and add all customers / New Hire 00
Sales Process Training Session - Review Sales Leader ON6©)

Legend: Completed M InProgress M Not Completed
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6-8 New Presentation achieved New Hire ON©)
3-4 Quotes delivered New Hire ONO)
ég;]klggopy;r;ce);\;jfssions - b+ appointments New Hire 00
Update sales opportunities in CRM Sales Leader ON©)
Debrief with Manager Sales Leader ON6©)
Review Onboarding Plan Progress Sales Leader ON©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
8-10 New Presentation achieved New Hire ON©)
5-6 Quotes delivered New Hire ONO)
ég;]klgzopy;r;ce);\;jfssions - 6+ appointments New Hire 00
First Account Sold New Hire ON©)
Debrief with Manager Sales Leader ON6©)
Update sales opportunities in CRM New Hire ON©)
Review Onboarding Plan Progress Sales Leader ON6©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
10-12 New Presentation achieved New Hire ON©)

Legend: Completed M InProgress M Not Completed
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7+ Quotes delivered New Hire ON©)
éggg;gopyeTZZzgjsssions - 7+ appointments New Hire 00
1 New account sold New Hire ON6©)
Update sales opportunities in CRM New Hire ON©)
Debrief with Manager Sales Leader ON6©)
Review Onboarding Plan Progress Sales Leader ON©)

- weke
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
12-14 New Presentation achieved New Hire ON©)
8+ Quotes delivered New Hire ONO)
ég;]klgzopy;r;ce);\;jfssions - 8+ appointments New Hire 00
2 New Accounts Sold New Hire ON©)
Debrief with Manager Sales Leader ON6©)
Update sales opportunities in CRM New Hire ON©)
Review Onboarding Plan Progress Sales Leader ON6©)
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
15+ New Presentation achieved New Hire ON©)

Legend: Completed M InProgress M Not Completed
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8+ Quotes delivered New Hire ON©)
éggg;gopyeTZZzgjsssions - 8+ appointments New Hire 00
2 New Accounts Sold New Hire ON6©)
Update sales opportunities in CRM New Hire ON©)
Debrief with Manager Sales Leader ON6©)
Review Onbaording Plan Progress Sales Leader ON©)
- wen
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
15+ New Presentation achieved New Hire ON©)
8+ Quotes delivered New Hire ONO)
ég;]klgzopy;r;ce);\;jfssions - 8+ appointments New Hire 00
2 New Accounts Sold New Hire ON©)
Update sales opportunities in CRM New Hire O O
Debrief with Manager Sales Leader ON©)
Review Onboarding Plan Progress Sales Leader ON6©)
- w2
TASK RESOURCE STATUS
Attend Weekly Sales Meeting Sales Leader ON©)
Sales Process Training Session - Review Sales Leader ON©)
15+ New Presentation achieved New Hire ON©)

Legend: Completed M InProgress M Not Completed
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8+ Quotes delivered New Hire ONO)
2 Half Day Phone Sessions - 8+ appointments .

Y . ! PPO! New Hire OO
booked per session
2 New Accounts Sold New Hire OO
Sales Certification Process Sales Leader ONO)
Update sales opportunities in CRM New Hire ON6©)
Debrief with Manager Sales Leader ON©)
Final Onboarding Plan Review &

9 Sales Leader ONO)

Recommendations
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https://salesxceleration.ca 1@} sales@salesxceleration.com






