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First sales meeting agenda sample

But these 10 tips will help you stay on track, show respect for your team, and be as efficient as possible in your sales meetings, no matter what you’re discussing. If it’s just you running the meeting, you can do the same thing on your own: test your equipment and go through the presenting motions just as you would during the real thing. Pulling
salespeople into a meeting takes them away from combing through leads, putting together emails and pitch decks and, ultimately, growing revenue. 5. Will you save questions for the end or answer them throughout? Set aside time in your sales meeting agenda specifically to give them kudos. You can vet this with each rep in one-on-one meetings.
Whether you're reviewing your sales team’s performance, need to strategize, or have challenges to tackle, the right agenda template is a powerful step toward more effective sales meetings.The 12 templates in this article — eight for sales team meetings and four for one-on-one meetings with company leadership — will empower you to lead meetings
with confidence and consistently achieve the outcomes you're hoping for.Why use a sales meeting agenda template?A sales meeting agenda template is a structured document used to guide the flow and agenda topics of a sales meeting.It lays out the items, topics, or issues that need to be discussed or addressed during the meeting — often with time
allocations for each agenda item to keep the meeting well-organized, focused, productive, and efficient. Try our 12 templates for different sales meetings, from team meetings to one-on-ones with the CEO. This template agenda is a good place to start. Sales meeting agenda templates save you from having to generate agendas from scratch for each
meeting.Agenda templates for sales team meetingsSales meetings vary in their objectives and focus, so the type of agenda template you need will depend on the nature of the meeting.Below, you’ll find eight templates for common types of sales meetings, along with a brief description of each meeting type and suggested time limits.Begin by
articulating the nature of the meeting you need to call. The main aim of the format capturing agenda should be to make it look professional and neat. This file is an example of an editable sales meeting agenda template available for download in four file formats. When you're all together in a sales meeting, it’s often helpful to have everyone share
what’s working and what’s not. Such annual meetings help them in providing training and polishing the skills of an individual. The agenda helps the meeting attendees prepare their strategy or arrange a questionnaire related to the subject so that all the points can be covered which makes a meeting productive. According to a survey from the Society
for Human Resource Management (SHRM) and Globoforce, 68% of HR professionals believe employee recognition has a positive impact on retention, and 56% believe recognition programs help with recruitment. That could be a new sales technique, a product training session, training on AI web scraping tools or even soft skill development, such as
how to stay positive and polite when dealing with a difficult customer.A sales training meeting can include a breakdown of training modules, interactive activities, and feedback sessions.Agenda template:Introduction to training topic (10 min)Training Module 1 (30 min)Interactive activity or role-playing session (20 min)Training Module 2 (30
min)Second interactive activity or role-playing session (20 min)Evaluation and Q&A (30 min)Wrap-up and key takeaways (10 min) 3. Typically sales leaders (sales manager, director or head of sales, chief revenue officer) run the meeting and sales reps will attend. One can download this file and learn about the pattern, format, and presentation style
from the document for preparing a sales meeting agenda template. The file has details in four-pages and is presented in a formal format. You can introduce games and contests to celebrate what’s going well, and award unique prizes for different milestones. It becomes difficult for participants to think, analyze, and respond to the topics of discussion
spontaneously which may also result in arranging another meeting for suggestive outputs. This file is a four-page document on National Sales Meeting Agenda of the School Health Corporation for example. The agenda might include understanding the client’s needs, customer feedback, and sales history, as well as strategizing on upselling or
retaining the client.Agenda template:Introduction to the topic and intent of the meeting (5 min)Client sales history and overview (15 min)Client feedback and concerns (20 min)Discussion on upselling or retention strategies (30 min)Next steps and action items (15 min)Closing remarks (5 min)6. The document is divided into five sections which can be
easily modified by the respective agendas of the meeting. As the leader, it’s your job to update the team on anything you’'ve learned that might not have been passed on to them yet, especially if it’s been a while since you last met. Make sure this is reflected in the agenda and shared with the participants at the meeting’s start.A well-defined goal will
help you ensure that the discussion stays on track and yields tangible outcomes.2. Share the required pre-meeting preparationEncourage participants to come prepared. The file includes the agenda for three days in a unique design. Share the agenda, relevant documents, and any pre-reading materials in advance. During these times, it’s your
opportunity as a leader to address issues head on and communicate authentically with the team. Branding or product building requires constructive discussion with thorough research which is only possible when an agenda is already provided. For more advice and insights on sales leadership from the best in the business, download the 21 Pro Tips for
Sales Leaders e-book and start transforming the way you sell. If you cancel a meeting when you didn’t have important updates to share, those bonus minutes given back to the team will be applied to meaningful work. Free Sales Team Meeting Agenda Size: A4 & US Download Reviewing is an important aspect of a sales meeting agenda. Who will
present their screen, if needed? You don’t want glitches eating into your time and derailing your meeting, so ask meeting presenters to meet a few minutes early to test the full set-up. For example, you exchange ideas on: Better sales and marketing or sales and service alignment Remote selling tips New positioning of your products or services
Partnering with other peers or vendors in your industry Your competitors and how they’re selling, marketing or pricing their products Shaping goals for the next quarter or year Focus on topics that will be relevant to most salespeople in the meeting so they don’t start tuning out or attempting to multitask. It's packed with items, so you'll need to
make sure you're disciplined in keeping to time. This file is a one-page sample sales and managers meeting agenda example published by Tara Wildlife. Most people appreciate being recognised, and it’s good for the entire organisation. Did a team member close a big deal? It’s a check-in to ensure sales strategies are on track and determine whether
any adjustments are required.At the same time, the CEO gains insights into the health of the sales pipeline, top performers, and areas that may need additional resources.Agenda template:Opening and purpose of the meeting (5 min)Overview of quarterly sales achievements vs goals (10 min)Deep dive into top-performing products/services (10
min)Analysis of underperforming segments and challenges faced (10 min)Market and competitive insights, including new sales opportunities (10 min)Strategy updates and upcoming initiatives (10 min)Feedback from CEO and direction for next quarter (15 min)Wrap-up and next steps (5 min)2. The agenda includes a review of leads at different stages,
potential bottlenecks, conversion rates, and strategies for pushing leads toward closure.Agenda template:Opening remarks (5 min)Pipeline overview and statistics (15 min)Review of leads in early stages (20 min)Review of leads in middle stages (20 min)Review of leads in final stages (20 min)Bottleneck identification and solutions (20 min)Next steps
and action items (20 min)8. This file is an example of a 2014 Sales Meeting - Revised Agenda document in PDF format. All the sections do not have a specific time limit for discussion but the overall agenda discussion start and end time is provided. This file is an example of agendas issued for Sales & Marketing Committee Meeting. Reviews from
employees help in understanding the strategies that worked and failed. You don’t want to cut important conversations short, but you also need to keep an eye on time — it’s a delicate balance. 4. The theme includes color combinations to highlight time spots. 7. On top of that, employees who feel they’re regularly recognised by their employers are
109% more likely to stay with their organisation. It depends upon the size of an organization and on the designations of participants attending the meeting. The agenda might include product demonstrations and hands-on training, discussions on market positioning, and sales strategies specific to the new offering.Agenda template:Introduction to the
new product (15 min)Product demonstration (30 min)Market positioning discussion (20 min)Sales strategies and tactics (30 min)Q&A session (15 min)Closing remarks and next steps (10 min)4. Client review meetingFrequency: Monthly or quarterly, depending on client priorityDuration: 1.5 hoursClient review meetings focus on discussing specific
clients or accounts. Agendas convey to the participants the future policies and strategies in the pipeline. Meeting date and time Attendees Company updates that affect the sales team Follow up on questions from the last meeting Discuss major leads Break down current metrics Status report List potential hurdles Praise sales reps who appreciate
public recognition - make sure praise is for specific events Allow others to share appreciation Exchange thoughts and ideas Motivate and encourage the team Appoint individuals to take ownership of action points from meeting Set expectations for next meeting Make every instance of your meeting count or risk your team joking that they survived
another meeting that could have been an email. Both these topics are enough to create peer pressure and at the same time create an environment like demanding a timesheet of one’s task to the team which makes them perform better. As a manager, if members of your team are hitting obstacles, you need to be aware so you can help clear the path
for success. Sales can be hard. Adding a motivational session from the sales head about the brand or the product is also one of the techniques of energizing the team after a hectic discussion. The timing and cadence for sales meetings is crucial. Formal Sales Meeting Agenda cityoftyler.org Size: 22 KB Download The above file is a one of its kind
document with a unique theme and a formal format for notification of a meeting with agendas included. Don’t call your salespeople together without a clear agenda and a few simple objectives. It is a one-page document with simple formatting and peach color theme. Follow up on any issues or questions from past meetings, too. It is forwarded to the
members of the meeting in advance for necessary preparations. This part of the sales meeting can run the risk of taking up a lot of time. Computer updates should be completed, software should be downloaded, and unnecessary programs or chats should be closed. Make sure you and your team know what you’re meeting about in crystal-clear terms.
2. activity update and sales update. It is usually held periodically, either quarterly or even annually, and covers topics such as market analysis, competitive positioning, goal setting, and action plans for the upcoming business plan period.Agenda template:Introduction to the meeting (10 min)Review of previous strategy and outcomes (30 min)Market
and competitive analysis (45 min)Goal-setting for the next period (30 min)Strategy brainstorming and formulation (60 min)Action plan creation (45 min)Review and finalization (20 min)5. 10. Make the time together count by developing the right agenda, sharing critical updates and fostering group discussion, while leaving simpler updates for email. It
also includes reviews and other discussions on different sections associated with the product or the brand. Regularly review your standard sales meeting agenda by asking for attendee feedback to learn which topics are most valuable. A list of activities to be discussed in a gathering or meeting is termed as agenda. However you’re going, remember
this simple fact — tough times don’t last, but tough sales teams do. Agendas for a weekly office meeting can be sent in a simple email. You'll be running efficient meetings for your team in no time. How will you handle transitions? Sales strategy planning meetingFrequency: Quarterly or annuallyDuration: 3-4 hours (including a 15-20-minute
break)This meeting type focuses on setting or adjusting a sales strategy. This file has certain fix components which are not editable but is available for download free of cost. Sales Meeting Agenda Format The document format for capturing agenda varies for each organization. Crisis or challenge discussionFrequency: As needed (when facing
significant sales challenges)Duration: 60 minutesWhen a sudden dip in sales, an emerging strong competitor, or another unexpected challenge arises, a crisis or challenge discussion addresses the issue head-on.The sales manager presents the issue, its impact, and proposed solutions. No one should leave the meeting feeling ambiguous about next
steps. Select from the 12 templates presented in this article to always have an effective, ready-made agenda outline at your fingertips.To schedule meetings at the best times for all participants and keep agenda time allocations on track, consider using Motion’s intelligent online calendar and Meeting Assistant.Try Motion for free for 7 days.Try Motion
for free for 7 days here As a sales leader, meetings with your whole team of reps can be a valuable health check for your business — but they can also waste salespeople’s valuable selling time. If you share why you’re still inspired and motivated about the team’s work, others will be motivated, too. Sales Committee Meeting Agenda
peoriaciviccenter.com Size: 427 KB Download A sales meeting agenda can include a lot many topics but a standard agenda document mandatorily includes two topics viz. Sales training meetingFrequency: Quarterly or as neededDuration: 2-3 hoursThis type of meeting is structured around a training topic. If you have a daily standup or other recurring
meeting, consider pivoting to a less-frequent timeline if you notice you’'re covering non-essential items. Prepare for, refine and polish your next sales meeting agenda with the advice in this article. Sample Sales Meeting Agenda tarawildlife.com Size: 30 KB Download Meetings that have training topics on the agenda are the most attended gatherings.
6. Sales reps meticulously plan their days so they can squeeze in the maximum number of customer calls and emails, so set the tone so that your meeting cadence reliably sticks to its time slot. Sometimes the market slows down and prospects just aren’t biting. Though often less structured than regular sales team sessions, these meetings benefit from
having clear agendas.Here are four one-on-one sales meeting agenda templates tailored to interactions between a sales leader and the CEO or another senior leader: 1. Send the agenda to attendees ahead of every meeting. Whether you're presenting remotely or in person, work out any technological kinks in advance. Hence a sales meeting agenda
promotes productive and saves time. It helps in deciding the improvisation in previously discussed policies. Then, select a template from the list below that best fits the meeting’s purpose.1l. Weekly sales team meetingFrequency: WeeklyDuration: 60 minutesThis recurring meeting focuses on weekly targets, performance metrics, and tackling any
challenges that arise.The agenda for your weekly sales meetings may include sales updates from each team member, a review of the weekly sales numbers, and discussions on how to overcome current obstacles.Agenda template:Welcome and opening remarks (5 min)Weekly sales numbers and metrics update (15 min)Updates from individual sales
representatives (20 min)Challenges and solutions discussion (10 min)Announcements and updates (5 min)Closing remarks and next week’s focus (5 min)2. This file is a 2017 National Sales Meeting document for example. The format also includes the logo of the organization and the provision of signature from the authorized signatory. The template
also includes a blank table which captures information like Item no, start time, duration, description, results, and the person responsible. That pre-work may only take 10 minutes, but it pays off. Work with the presenters in advance to answer these questions: Who will kick off the meeting? These meetings aren’t only about what you want to
communicate; they’'re also a way for team members to learn from each other and build on each other’s best practices. Navigating a sales meeting without a clear agenda can lead to a chaotic discussion and an unproductive outcome — leaving you feeling frustrated and uncertain about the next steps.Fortunately, using a sales meeting agenda template
lends structure and clarity to any meeting. Make it clear which updates you want the team to bring to the next meeting. The meeting delves into anticipated market trends, resource allocation, and key performance indicators (KPIs).The CEO provides feedback on keeping the sales process aligned with the company’s vision and may suggest strategic
pivots.Agenda template:Recap of the past year’s performance (15 min)Market trends and competitive landscape analysis (15 min)Proposed sales strategy for the upcoming year (20 min)Budgeting and resource allocation (20 min)Key milestones and performance indicators (10 min)CEO insights, feedback, and strategic alignment (10 min)Q&A session
(10 min)Conclusion and way forward (5 min)3. Sales pipeline review meetingFrequency: MonthlyDuration: 2 hoursA sales pipeline review meeting dives deep into the business’s sales funnel or pipeline. Once you know what’s going well and what needs additional focus, you can develop an action plan with individual team members or a larger group.
Sales review and feedback meetingFrequency: QuarterlyDuration: 2 hoursIn a sales review and feedback meeting, the team retrospectively reviews successes and areas for improvement. A sales meeting agenda is generally distributed by the sales department in advance which covers a brief description of the subject to be discussed in the meeting.
This article covers templates, examples, samples, and format of the sales meeting agenda for understanding and use. The focus is on aligning the sales objectives with the company’s broader strategic goals. It gives the participants of the meeting a roadmap. This file is a one-page PDF informative document titled How to run a great sales meeting:
Agenda. Touch base on leads and accounts, how key conversations are going, and everyone’s overall status report regarding hitting their quotas and KPIs. On top of progress, listen for any roadblocks. Training can be related to any random incident or occurring of the week or the month. Of course, not everyone likes being publicly singled out, so
make sure you're giving team members credit in the formats they prefer. Recognition is a good motivator for both the individual being recognised and the team as a whole. For instance, is it a quick standup to discuss progress on a specific key performance indicator (KPI), or a critical end-of-quarter meeting to see who needs help closing deals?
Product/service launch discussionFrequency: As required (before a product/service launch)Duration: 60 minutesA product/service launch discussion helps ensure that the CEO and sales manager are aligned on the go-to-market strategy whenever a new product or service is ready for launch.The sales manager presents research on market positioning,
sales tactics, and anticipated challenges. The initial section of the document is a guide to prepare a sales team meeting agenda in an effective manner which is presented in a formal format. Leaders highlight important updates that could include: Current sales performance What’s top of mind for leaders Competitive insights What the team’s next
priorities should be Your own meeting agendas will differ based on whether you’re running a weekly sales meeting, a quarterly review, an annual sales kick-off or something else. This way, important items won’t fall through the cracks. Carve out time in your agenda to do that when times get tough. It is a one-page document with two-sided text
covered with a heavy blue border. Your sales meeting agendas should always include time to exchange thoughts as a group. As you work through each item on your sales meeting agenda, clarify any action items and who’s responsible for following up each. Annual sales strategy presentationFrequency: AnnuallyDuration: 1.5-2 hoursIn an annual sales
strategy presentation, the sales leader presents the comprehensive sales strategy for the upcoming year. Sales Meeting Agenda in PDF schoolhealth.com Size: 58 KB Download Multinational companies and corporate firms that have a large sales team spread across cities usually organize an annual sales meeting, inviting all the individuals associated
with them. Simple Sales Meeting Agenda lockton.com Size: 75 KB Download Agendas can be issued in documents with variation in designs. First off, let’s define a sales meeting. Brief everyone on any pricing changes, sales forecasting updates, product news, leadership shifts, or other integral information that could affect how they sell. A sales
meeting is an internal check-in between sales leaders and sales reps at a company. If you've noticed that previous meetings have tended to go over time, consider saving questions or comments for designated moments in the meeting or reducing the number of topics each meeting covers. It includes every single detail about the meet including
information about the dress code. The CEO, who has a broader view of the company’s operations, may offer alternative solutions, provide resources, or suggest strategic shifts to navigate the challenge effectively.Agenda template:Overview of the challenge (10 min)Impact analysis on sales and business (15 min)Proposed solutions and action plans (15
min)Risk assessment and contingency planning (10 min)CEO’s guidance, insights, and recommendations (5 min)Finalization of the action plan (5 min)7 practical tips for productive meetingsRegardless of the agenda template you choose to work with, all meetings benefit from essential practices to be effective.Here are seven practical tips to keep your
sales meetings productive and impactful.1. Articulate clear meeting objectivesBefore diving into the meeting, establish clear objectives. However, if there are other department-wide needs raised during the meeting, such as talking to the finance team about a new promotion or discussing a new lead-generation campaign with marketing, you should
designate a point person. Sales Meeting Agenda Examples & Templates 1. A key step is to assign responsibilities to specific individuals for follow-through.6. Follow-upSend out a meeting summary highlighting the discussed points, the decisions made, the next steps, and who’s responsible for those steps.7. Gather feedback on your meetingsRegularly
collect feedback on your meetings’ effectiveness, and adjust or fine-tune your agenda templates as needed so that the meeting processes you use remain relevant and valuable to all participants.By incorporating these practices, you can transform your sales meetings into productive sessions that drive results, promote better team collaboration, and
contribute positively to your sales objectives.Try our agenda templates for better sales meetingsA sales meeting agenda template is a helpful tool for a focused, productive sales meeting. Be specific in your praise, too. Training does not mean rigorous exercise and lecture. 8. The last two pages include a general template where one can prepare and
print meeting agendas. Is there a key call to action (CTA) you want every meeting attendee to take away? This profession requires patience, salespeople need to handle a lot of rejection, and mistakes will be made from time to time. No matter the reason why times are tough, the team as a whole — or individual sales reps — will struggle sometimes.
Alternatively, don’t feel pressured to meet every time you initially planned to meet. Lead your team to sales success from anywhere This article was updated in July 2022 Learn how to use a sales meeting agenda template. But the same does not apply for an annual sales meet of the company. Saying you appreciate that someone took the time to
onboard a client who needs more attention than usual will mean more than a generic ‘good job’ — and is far more instructive for other team members looking to improve their performance. What do you want to achieve by the end of the session? The agenda includes segments for analyzing sales data, discussing what worked and what didn’t, and
brainstorming improvements.In this type of meeting, it’s helpful to review the notes from the previous session to assess progress on critical issues.Agenda template:Introduction to the meeting (5 min)Review of sales data and outcomes (25 min)Discussion on successes (30 min)Areas for improvement and challenges (30 min)Brainstorming and
feedback session (20 min)Next steps and strategies (10 min)Feel free to adjust these eight sales team meeting templates and time allocations to your sales team meetings’ needs.Agenda templates for one-on-one sales meetingsin addition to managing a sales team, sales managers need to prepare for regular one-on-one meetings with senior
leadership. It can be a loose outline, but this will show everyone that you’re focused on making solid use of their time. Providing agendas in advance to participants during such meet encourage participation. It is a four-page PDF document in a non-editable format. Once you’ve developed your agenda and goals, decide who should speak to each topic.
Pursuing employees that a meeting adds values to their skills ends up with constructive results on other parts of the agenda. 3. In contrast to an external-facing meeting, like a sales call or sales pitch, this meeting is for internal attendees only and meant to give sales team members the information they need to do their jobs well. It includes a brief
description of the event and agendas of the two-day meet. Product launch sales meetingFrequency: As required (before a product launch)Duration: 2 hoursBefore launching a new product or service, this meeting aligns the sales team around that project’s benefits and selling points. 11. It has divided the agenda into many subsections for topics like
insights, instructions, timeline, predictions, and feedback. Quarterly sales performance reviewFrequency: QuarterlyDuration: 60-90 minutesA quarterly sales performance review provides an opportunity for the sales manager to present an overview of the sales department’s achievements and challenges over the past quarter. In total there are six
agendas with a brief detail about each of them. The CEO provides direction for the launch.Agenda template:Introduction to the new product/service (10 min)Market research and positioning strategy (10 min)Sales tactics and launch plan (10 min)Expected challenges and solutions (10 min)Resource allocation and team readiness (10 min)CEQO’s input,
concerns, and suggestions (5 min)Finalization of launch plan and next steps (5 min) 4. Indeed, email can be an effective, concise way to communicate with your team when it comes to quick company updates or plan changes. Actively seek input from quieter members so that all participants’ perspectives are heard and considered.5. Formulate action
items and assign accountabilityConclude the meeting by summarizing key takeaways and reviewing action items, including clear deadlines. The agenda includes segments on tool demonstrations, best practices, and feedback collection on what technology works well and what doesn’t.Agenda template:Introduction to the agenda and the
tool/technology to be discussed (10 min)Tool demonstration or discussion (30 min)Best practices and usage guidelines (20 min)Feedback from the team (10 min)Q&A session (10 min)Wrap-up and next steps (10 min) 7. Tell your team why you’re cancelling — “There are no important items for discussion today and I'm sure you could all use this time
productively” — and your team will appreciate that you’re not holding meetings just for the sake of it. Printable Sales Meeting Agenda staticl.squarespace.com Size: 597 KB Download This file is a comprehensive, general, and blank template of sales agenda meeting. Sales Team Meeting Agenda cdn2.hubspot.net Size: 41 KB Download The above file
is a sample and template of a sales team meeting agenda document. Sales Biweekly Meeting Agenda safestep.net Size: 15 KB Download This file is a three-page systematical managed document titled Sales Level 10 Biweekly Meeting Agenda and is available for download for reference & learning purpose. Respect your team’s time by keeping the
meeting on schedule. Sales technology and tools meetingFrequency: Semi-annually or as neededDuration: 1.5 hoursAs the name indicates, a sales technology and tools meeting focuses on equipping the team with the right technology and tools. If a topic has the potential to run too long, consider having a special meeting to tackle it. Surpass their
quota six months in a row? Team members can be responsible for following up with their own prospects and customers. Sales Meeting Agenda Example salesadrenaline.com Size: 45 KB Download Agenda is one of the aspects of conducting a sales meeting. This not only saves time but also allows team members to contribute more meaningfully to the
discussion.3. Practice effective time managementAdhere strictly — though not rigidly — to the allotted time for each agenda item so that all topics are covered without the meeting running over time.Motion’s Al-driven intelligent calendar can help keep your meetings on track by mapping out the allotted time for agenda items.Direct side issues to the
parking lot to be dealt with in a separate meeting at a later time.If a discussion needs more time, schedule a follow-up session.4. Engage every participantCreate an inclusive environment where each team member feels valued and encouraged to contribute. 9. It includes a sample meeting agenda in twelve points which guides an individual to plan and
execute a productive sales meeting. The file has distributed agendas in topics like Segue, Scorecard, Rock Review, Customer/Employee Headlines, previous meeting to do list, issues list, new to do list, and feedback. Even in easier times, fun and positive ways to motivate your team abound.
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