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Sales	plan	format	pdf

Your	business	plan	often	is	the	first	impression	potential	investors,	partners	or	lenders	get	of	you	and	your	professionalism.	Not	only	should	the	contents	of	your	plan	be	top-notch,	but	how	you	present	the	information	also	should	impress	your	different	audiences.	Using	standard	business	plan	formatting	techniques,	you	can	create	a	document	that
looks	professional	and	sends	the	message	you’re	serious	about	presenting	your	business	idea.	There	is	no	universally	accepted	business	plan	format,	but	many	follow	the	same	format	used	for	school	papers	or	business	reports.	Your	document	should	contain	a	cover	page,	table	of	contents,	executive	summary,	the	informational	sections	listed	in	your
outline,	a	summary	and	an	appendix.	Your	cover	page	should	include	a	brief	title	describing	what	the	document	is	and	your	contact	information.	Your	table	of	contents	should	make	it	easy	for	readers	to	find	your	different	sections,	which	can	include	topics	recommended	by	the	U.S	Small	Business	Administration.	These	topics	include	an	executive
summary	followed	by	your	product	or	concept	description,	a	market	analysis,	marketing	plans,	financial	information,	backgrounds	and	bios	of	key	personnel,	and	a	summary	with	your	needs	from	a	lender,	partner	or	investor.	Your	appendix	should	include	supporting	documents	that,	if	included	in	one	of	your	sections,	would	make	it	long	and	tedious.
Your	section	titles	might	include:	Executive	Summary	Business/Product	Overview	Market	Analysis	Marketing	Finance	Key	Personnel	Summary	Appendix	To	break	your	document	into	more	easy-to-read	content	blocks,	format	your	document	with	sub-headings.	In	the	market	analysis	section,	for	example,	you	might	include:	target	audience,
competition,	barriers	to	entry,	strengths,	weaknesses,	opportunities	and	threats.	In	your	marketing	section,	you	might	include:	unique	selling	benefit,	pricing,	distribution,	branding	and	marketing	communications.	In	the	marketing	communications	section,	further	divide	your	content	using	subheads	such	as:	advertising,	public	relations,	promotions
and	social	media.	Don’t	try	to	“jazz	up”	your	document	with	different	fonts,	colors	and	graphics.	Pick	one	typeface,	such	as	Arial,	Helvetica,	Geneva,	Garamond,	Times	or	Times	Roman.	Add	different	fonts	of	the	typeface,	such	as	bold	face	or	italics,	to	highlight	important	concepts.	Use	pictures,	illustrations	or	other	graphics	only	when	they	are
necessary	to	make	a	point,	such	as	when	the	reader	would	have	trouble	visualizing	what	you’re	saying	without	help.	AVOID	USING	ALL	CAPS,	WHICH	CAN	BE	DIFFICULT	TO	READ.	Instead,	use	bold	face,	italics	or	underlining	for	sub-headings.	Don’t	put	long	blocks	of	text	in	italics,	which	also	can	make	it	more	difficult	to	read.	Experiment	with
borders	and	line	spacing	in	your	word	processing	document.	Common	borders	are	.75	inches	to	1	inch	from	the	sides	of	the	page,	with	more	room	at	the	bottom	to	accommodate	numbering.	Start	your	page	numbers	where	they	make	sense,	based	on	your	document.	For	example,	your	executive	summary	might	be	page	one.	If	you	are	having	trouble
starting	the	page	numbers	on	a	page	other	than	the	cover,	create	your	cover	page	and	contents	page	in	one	document,	then	start	the	page	you	want	to	designate	as	page	one	as	the	first	page	of	a	new	document.	Print	several	pages	of	your	document	using	single	spacing	and	double	spacing	to	see	which	you	feel	offers	the	best	readability.	Greater	line
spacing	can	help	make	a	short	document	look	longer.	Typing	“business	plan	templates”	or	“business	plan	examples”	into	a	search	engine	will	produce	results	that	let	you	examine	different	business	plan	formatting	and	layout.	You	don’t	have	to	follow	one	completely	--	consider	choosing	different	elements	from	different	plans	to	format	your	document.
Create	an	atmosphere	and	expectation	among	sales	professionals	that	rewards	will	occur	when	goals	are	met	and	initiative	is	taken.	Implement	a	sales	incentive	plan	that	compensates	individual	salespeople	as	well	as	the	support	staff	who	must	work	with	them.	Applaud	sales	volume	in	addition	to	providing	recognition	for	those	who	initiate	and
create	the	best	practices	that	benefit	the	company	as	a	whole.	Form	an	internal	team	to	define	the	sales	goals	that	will	achieve	corporate	profitability.	Establish	a	base	sales	pay	during	a	specified	training	period.	Consultant	David	Berger	explains,	a	cross-functional	team	should	develop	a	sales	plan	and	incentives	that	include	“base	salary	ranges,	a
mix	of	base	salary	and	incentive	earnings,	incentive	earnings	only,	and	total	cash	compensation	based	upon	measurable	business	results.	The	plan	you	build	should	meet	all	of	your	company's	needs	and	have	the	appropriate	reporting	mechanisms	to	track	results	and	link	to	a	commission-accounting	system.”	Select	sales	targets	for	both	individual
salespeople	and	sales	teams	for	companies	large	enough	to	have	territories	and	areas.	Either	provide	salespeople	with	a	proven	structure	to	achieve	their	goals,	or	ask	them	for	a	brief,	written	plan	on	how	they	will	achieve	their	targets	and	earnings.	Establish	fast-start	incentives	to	reward	salespeople	who	reach	a	specified	amount	of	sales	in	one
quarter	after	training.	Create	incentives	for	support	staff	as	well,	who	assist	the	salespeople	in	earning	more	and	winning	more	accounts.	“If	you	view	your	compensation	plan	as	a	motivational	tool	.	.	.	you’ll	be	developing	an	instrument	to	increase	your	employee’s	performance,”	writes	business	authors	Eric	Tyson	and	Jim	Schell	in	Small	Business	for
Dummies.	Initiate	a	separate	compensation	plan	to	boost	sales	during	normal	cyclical	downturns,	or	if	a	sales	slump	hits	the	company	whether	on	a	local,	regional	or	national	scale.	Pay	salespeople	in	the	same	way	as	everyone	else	in	the	company	to	create	an	overall	sense	of	team.	Business	owner	Norm	Brodsky,	writing	in	a	past	issue	of	Inc	magazine
suggests	adjusting	the	pay	based	on	individual	contributions	with	"a	salary	that	is	reviewed	and	adjusted	annually,	based	on	the	performance	of	the	company	and	the	contributions	of	the	individual."	Reward	salespeople	for	non-product	achievements,	such	as	generating	the	most	leads	in	a	month,	or	setting	the	most	appointments.	Send	press	releases
to	local	newspapers,	highlighting	the	number	of	sales	or	other	important	information.	Hold	contests	to	see	who	creates	the	most	effective	lead	generation	or	sales	presentation	idea.	Provide	gift	certificates	to	local	restaurants	or	“weekend	getaways	for	two”	as	alternatives	to	cash-only	incentives.	Interview	sales	people	who	reach	their	goals	for
articles	on	the	company	Website	or	newsletter.	Provide	“thank	you”	plaques	located	prominently	in	the	corporate	offices,	and	thank	the	support	staff	for	their	work	as	well.	Tips	Set	performance	expectations	with	salespeople.	Provide	cash	and	non-cash	incentives.	Recognize	efforts	among	support	staff.	Warnings	Do	not	demean	or	belittle	salespeople.
Do	not	let	under-performers	continue	without	assistance.	When	a	business	plans	to	promote	or	market	a	new	product	or	service,	company	executives	will	often	ask	for	several	marketing	proposals	to	determine	the	best	way	to	introduce	the	product	to	the	market.	While	each	marketing	proposal	will	differ	in	terms	of	the	overall	content,	the	proposal
formats	will	often	be	similar,	as	specific	topics	must	be	included	to	prepare	an	effective	marketing	plan.	Marketing	proposals	should	have	a	general	introduction	or	overview.	This	section	should	discuss	the	product	or	service	to	be	marketed	in	terms	of	its	development,	the	product’s	purpose	for	consumers	and	future	goals	for	the	item	as	presented	by
company	executives.	The	overview	also	gives	the	reader	a	clear	idea	of	whether	the	proposal	writer	understands	the	product	or	service	involved.	The	first	main	section	of	the	marketing	proposal	should	offer	a	list	of	ideas	on	how	to	market	the	product	or	service.	Each	method	should	be	presented	with	a	list	of	advantages	and	disadvantages.	The
proposal	should	leave	the	reader	with	a	single	recommended	strategy	that	appears	to	be	the	best	way	for	the	business	to	market	the	item	in	question.	This	section	should	explain	why	this	approach	is	the	best	and	what	the	immediate	and	long-term	benefits	are.	The	next	section	should	break	down	a	plan	for	the	strategy	recommended	in	the	previous
section.	Depending	on	the	strategy,	there	may	be	a	single	implementation,	such	as	the	launch	of	a	website,	or	a	campaign	with	several	launch	dates,	like	an	advertising	buy	that	will	involve	three	separate	commercials	over	three	months	on	local	television	networks,	for	example.	The	plan	might	also	suggest	using	several	media.	like	a	combination	of
print,	broadcast	and	web	marketing.	The	plan	should	address	all	the	necessary	information,	so	executives	know	exactly	what	to	expect	if	the	proposal	idea	is	selected.	The	third	important	section	of	the	marketing	proposal	is	the	final	budget,	breaking	down	exactly	how	much	the	campaign	will	cost,	including	the	labor	involved.	This	gives	company
executives	an	idea	of	how	much	funding	is	needed	from	the	company’s	budget	and	how	much	will	be	needed	from	loans,	investors	or	business	grants,	if	applicable.	The	conclusion	section	of	the	marketing	proposal	should	briefly	reiterate	why	the	recommended	plan	is	the	proper	choice	for	the	business	in	question.	The	writer	could	mention	the
business'	mission	statement	and	explain	how	the	expected	results	of	the	marketing	program	coincides	with	the	goals	of	the	company.	One	of	the	essential	pillars	of	a	successful	business	is	a	robust	and	organized	sales	territory	strategy.	Studies	show	that	effective	territory	management	can	increase	overall	sales,	improve	customer	coverage,	and
reduce	costs.	Territory	planning	requires	careful	thought	and	consideration	because	it's	crucial	to	get	it	right	the	first	time	around.	Constant	changes	in	territory	division	hurt	salespeople's	productivity	and	take	a	toll	on	employee	morale.	And	from	the	client's	perspective,	frequent	changes	in	account	managers	lead	to	unstable	relationships.
Understanding,	planning,	and	managing	sales	territories	can	make	or	break	your	sales	efforts.	Your	reps	need	a	firm	grasp	on	the	specific	customer	segments	they're	accounting	for	and	the	general	framework	of	your	team's	territories	over	all.		The	way	you	structure,	define,	and	distribute	the	territories	you	work	with	has	massive	implications	when	it
comes	to	your	organization's	sales	efficiency	and	bottom	line.		A	solid	sales	territory	plan	and	exceptional	territory	management	can	be	significant	assets	to	a	successful	sales	team.	Here's	some	perspective	on	how	to	do	them	right.		Sales	Territory	Planning	101	1.	Define	your	market.	To	effectively	set	up	territories,	sales	leaders	must	first	understand
the	environment	of	their	business.	There	are	numerous	ways	for	a	business	to	define	a	market.	Factors	could	include	geography,	size,	and	consumer	demographics	—	among	others.	Know	what	is	unique	to	your	business	and	prioritize	based	on	what	your	climate	demands.	A	solidified	market	will	lead	to	lowered	costs,	increased	sales,	and	a	foundation
for	setting	up	effective	sales	territories.	2.	Assess	account	quality.	After	a	target	market	is	determined,	sales	leaders	need	to	evaluate	the	value	of	each	account.	The	measurement	could	be	either	quantitative	or	qualitative	depending	on	the	product	or	service	the	business	offers.	For	example,	a	beverage	company	might	rank	the	value	of	their	accounts
by	net	profitability	while	a	company	that	relies	heavily	on	customer	recommendations	could	focus	on	accounts	that	are	more	likely	to	provide	a	referral	for	their	company.	By	identifying	the	value	of	each	account,	you	can	prioritize	accordingly	in	your	sales	territory	planning.	If	you	are	looking	for	a	way	to	assess	your	organizations’	clients,	click	here
to	calculate	your	custom	information.	Here	is	a	quick	example	of	what	your	calculations	would	look	like:	3.	Assess	territory	quality.	After	assessing	the	quality	of	each	account,	it	is	important	to	rank	territories.	As	with	the	accounts’	values,	this	process	is	subjective	based	on	different	business	needs	and	priorities.	If	your	business	sells	products	across
industries,	your	territories	could	be	divided	and	quantified	by	those	industries.	Determining	what	sales	territory	supports	which	areas	of	the	sales	funnel	will	also	help	you	score	territories	into	high,	medium,	and	low	value.	To	get	a	better	picture	of	territory	value,	include	your	sales	team	in	these	discussions.	After	all,	no	one	knows	the	territories
better	than	the	reps	who	work	within	them	each	day.	That	way,	you	can	assign	the	appropriate	reps	to	maximize	the	potential	of	each	territory.	4.	Assess	rep	strengths.	The	next	step	towards	effective	territory	management	may	be	the	most	important	of	all.	After	determining	the	quality	of	each	sales	territory,	it	is	crucial	that	you	assign	reps	with	the
applicable	skills	to	develop	and	optimize	each	set	of	accounts.	For	example,	a	territory	that	is	defined	by	large	enterprise	deals	needs	to	be	handled	by	a	rep	who	has	experience	closing	big	deals.	By	strategically	assigning	qualified	reps	to	accounts,	you	will	empower	your	reps	and	ensure	the	client	receives	the	best	possible	service.	Here	is	an
example	of	how	to	calculate	your	rep’s	performance.	Click	here	to	find	out	who	is	the	strongest	performer	in	your	organization.	5.	Review	and	consolidate.	The	four	steps	outlined	above	prepare	a	business	to	put	a	sales	territory	plan	into	action.	The	last	thing	a	business	needs	to	do	is	a	final	diagnosis	of	costs	associated	with	each	territory.	Analyzing
cost	metrics	—	like	comparing	ideal	versus	actual	number	of	visits	and	mileage	per	rep	in	each	territory	—	will	help	managers	zero	in	on	specific	inefficiencies	in	the	system.	After	you	have	reviewed	your	plan,	consolidate	it.	By	following	these	five	steps,	your	business	will	be	on	its	way	to	having	a	more	satisfied	workforce,	as	well	as	increased
customer	growth	and	profits.	There	are	some	strides	businesses	can	take	to	ensure	their	sales	territory	management	is	as	efficient	and	effective	as	possible.		Practice	sound	cadence	management.	Proper	cadence	management	—	the	process	of	prioritizing,	structuring,	timing,	and	conducting	account	interactions	—	is	central	to	successful	sales
territory	management	efforts.	Your	reps	need	to	be	able	to	gauge	account	priority	level,	group	accounts	based	on	that	assessment,	and	determine	the	best	frequency,	pattern,	and	nature	of	touches	between	them	and	contacts.	A	solid	cadence	might	look	something	like	this:	Source:	HubSpot	Cadences	will	differ	from	territory	to	territory.	It	might	take
some	trial	and	error,	but	properly	managing	territories	often	hinges	upon	how	you	contact	the	prospects	you're	trying	to	reach	within	each	one.	To	learn	more	about	sales	cadences,	check	out	this	article.	Consistently	keep	track	of	your	data	and	customer	needs.	Territory	management	is	dynamic	by	nature.	You	can't	expect	a	specific	territory	to
remain	stagnant	in	terms	of	how	it	responds	to	your	sales	strategies.	Circumstances	change,	and	you	need	to	be	able	to	change	with	them.	That's	why	your	reps	need	to	keep	records	of	their	sales	data	in	a	CRM	—	making	sure	you're	keeping	tabs	on	what	is	and	isn't	working	for	you.	Have	reps	maintain	notes	from	their	appointments	and	keep	them
on	record.	Stay	abreast	of	every	trend	within	each	of	your	territories	to	ensure	that	they're	being	catered	to	as	effectively	as	possible.	Don't	forget	to	pursue	new	leads.	Effective	sales	territory	management	isn't	specific	to	existing	accounts.	Though	that's	obviously	a	crucial	component	to	the	process,	it's	not	the	only	one.	Always	pursue	new	business
—	one	way	or	another.	That	doesn't	mean	forgetting	about	current	accounts.	You	still	need	to	keep	them	happy	—	particularly	high	volume	ones.	But	if	you	want	to	grow	your	business,	you	have	to	consistently	pursue	new	opportunities	within	your	territories.	Both	kinds	of	customers	serve	their	own	essential	function	to	the	health	of	your	business,	so
both	need	their	fair	share	of	attention.	Remote	Territory	Management	Not	all	sales	territories	require	an	in-person	presence,	and	there	are	instances	when	your	reps	will	have	to	work	remotely.	If	this	is	the	case,	your	reps	still	need	to	abide	by	the	best	practices	mentioned	above,	but	in	all	likelihood,	they'll	need	to	adjust	their	cadence.	A	cadence	that
rests	on	in-person	interactions	is	going	to	have	to	change	if	those	interactions	can't	happen	anymore.	It	might	mean	finding	a	new	progression	that	incorporates	more	phone	time	and	remote	tools	like	video	calls.	It	might	take	some	trial	and	error,	but	you	have	to	land	on	a	cadence	better	suited	to	handle	remote	interactions	—	and	that	might	not	look
like	the	one	your	reps	are	used	to	using.	An	effective	sales	territory	plan	can	be	the	difference	between	well-organized,	cohesive,	successful	sales	efforts	and	inefficient,	scattershot	wastes	of	resources.	It's	essential	that	you	have	a	properly	structured	sales	territory	plan	and	the	proper	tools	in	place	to	help	your	reps	manage	their	customer	segments.	
Editor's	note:	This	post	was	originally	published	in	July	3,	2018	and	has	been	updated	for	comprehensiveness.			Originally	published	Mar	31,	2020	3:30:00	PM,	updated	June	16	2021
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