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Preface

Many times you go to a great training, attend a wonderful conference, or read a great book.
The information learned is so impactful it can change your business. However, you get
back in the of®ce; start working, clients call, and lots of things need to be done. The book,
the workbook, and many times the knowledge gained goes on the shelf while you scurry to
make quotas and meet deadlines.

Whether you are the Owner of the business, the Sales Manager, or the Professional building
a practice you can be overwhelmed with monitoring the sales force, making sales calls, or
designing and implementing more sales and marketing initiatives. When would you have
time to plan sales training for the weekly meeting or even implement the things you learn?

This is why POWER UP was written. This is an easy to use workbook designed to train,

educate, and remind sales people, owners, and professionals of things that will make selling
and growing a business easier every week.

The format is simple and one written with the weekly sales meeting in mind.

We start with a QUOTE.

Next is the lesson, the NUGGET OF KNOWLEDGE. This is a one page lesson about sales
and the sales process, customer service, time management, or personal growth.

Third are the LASER QUESTIONS. These are discussion questions for the group or the
individual. There are enough here to choose from. Some will be better for you than others.
You may only have twenty minutes and only time for one question. You may want to set
aside enough time to cover all of these. The emphasis here is “exibility.

Last is the ACTION PLAN. This is simply the page where you write your commitment for
the week. Unless action is taken knowledge is wasted.

Next week, the lesson always begins with a REVIEW QUESTION. Did you take action
this week based on the knowledge gained from last week?

| love the profession of selling. My aim is to make selling easier and more pro®table for
everyone brave enough to be the Owner, the Professional on their own, the Sales Manager
or a member of the Sales Team.

May you all become millionaires!

Susan



Thestarting point of great successand
achievement has always been the same. It
is for you todream big dreams . There
IS nothing more important, and nothing
that works faster than for you toast
o! your ownlimitations than for you
to begin dreaming and fantasizing
about thewonderful things that

you can become, have, and do.
DBrian Tracy



TheYear to Have a B-HAG
AndWhat to DoWhenYou Have One

What is aB-HAG? Well, it's 81G, HAIRY, AUDACIOUS GOAYou know the ones
that no one thinks you can accomplish. It's like Lance Armstrong overcoming
cancer and still winning his sixth Tour de France race.

What is yours? Having $3,000,000 in your retirement account? Selling twice as
much as you did last year? Donating a large sum to build a hospital in an under-
privileged area? Taking the family on an African safari? Running a maratBtB;?
HAIRY, AUDACIOUS GOALS

It's time to have a huge vision for our lives and get uB-&lAG Here are the steps.
1. Dream Big with a Vision.

2. Audit the Situation.

3. Become passionate!

4. Know WHY you want this.

5. Plan Small with Detalils.

6. Enlist help!
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1. Dream Big with a Vision.
Answer the question, @What is the purpose for my being on this earth? What wrong can |

correct? How can | make a di#terence?°

2. Audit the Situation.
Access your reality. Where are you today? List your strengths and your weaknesses. If your

goal takes money, how much do you have? How much do you owe? How much do you
need? Whom do you know? Whom do you need to know?

3. Become passionate!
Passion is a result of both loves and hates. | love children. | hate child abuse. | love serving

lots of clients. | hate scrambling to ®nd customers. Make a list of your loves and your hates

4. Know WHY you want this.
More important than knowing HOW you're going to do something is to know WHY you

want to do something. List all of the reasons WHY this is your Big Hairy Audacious Goal.

5. Plan Small with Details.
The ®rst step is to dream big with a vision. Now we must plan small with details. Make a

detailed step-by-step plan. Most of the time we can only go so far. We can't see the road
clearly. Just start" Plan as far as you can. It is amazing how the way becomes clear after we

start down the path.

6. Enlist help!
Guess what? You don't need to go it alone. There are people who want to help. Your

sales team can be great to help you stay focused on reaching this B-HAG. It could also be
someone you meet while networking who has already accomplished something similar. It

always helps to have a con®dant that you can share with as you go along.
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What is your Big, Hairy, Audacious Goal for this year?

Why do you want this?

What are the things you will have to do in order to achieve this?

Who can you enlist to help you?




Peopleget caught up in wonderful,
eye-catching pitches, butthey don't
do enough toclose the deal. It's no
good if youdon't make the sale . Even
If your foot is in the door or you bring
someone into a conference roonyou
don't win the dealunless you actually

get them to sign on the dotted line.
DbDonald Trump



Last week's reviewBegin the meeting with a discussion on goals.
What is going to be your B-HAG? What is the B-Hag for the entire
sales team?

The Sales Process

Recently | was working with the two owners of a successful business when | made the
statement, 2Everybody knows the basic sales process? At the same time they both said,
aTell us again®

| realized that it never hurts to go over the basics. Here is the Sales Process.

1. Investigation

Find out about the prospect. Look up the website. Ask your referral source about the
company or the individual. It is no longer acceptable to ask the prospect, 2Now tell me
what you do. .. °

2. Contact
There are various ways you might contact your prospect initially. You might send them a
letter and follow up with a phone call. You might just call for the appointment.

3. Initial Appointment

This is also called the fact-®nding appointment. You don't know this prospect needs
your service or product until you ask some questions. You don't know which product
or service until you ask some questions. Another name for this appointment is the
investigation phase of your process.

4. Prepare Solution
Don't do all the talking. Don't sit there thinking about what you are going to say next.
Really listen.

5. Presentation of Proposal

Here you restate the problems and concerns your prospect has and then demonstrate
how your products and service solve these issues. Again this might be done in the initial
appointment or it could be a later appointment. Your proposal should include facts,
speci®cs, examples, and why your product is superior.

6. Close
This step is merely asking the prospect if he thinks your solutions meet his needs.

7. Details
Paperwork, next step, and setting the installation date are all examples of the details
following the close.

8. Follow up and Service

Are you getting referrals? If not, then you should work on your follow up and service
after the sale. This is where you create happy and satis®ed customers. Dropping in after
the installation, stopping by to deliver a thank-you gift, or calling to ®nd out how things
are working are ideas of follow up. This is a vital part of the sales process.
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. What would you add, delete, or modify for your particular product or service?

. Give examples of what you do for each step.

. Where are you the strongest?

. Where are you the weakest?

. What do you need to improve?
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What steps will you take to improve your sales process?




If you candream It
you cando It .

PbWalt Disney



Last week’s reviewSo did you improve your sales process? In
what ways did you improve?

Laser Beam Focus
3 x 3 steps for a GreatYear!

Last week you identi®ed a B-HAG, something big that you want to accomplish this year.
Maybe you listed more than one. Let's go one more step with this. What is it that you
must accomplish on the job in order to make your dreams come true?

Are you ready for a great year? It is a very simple process, although not always easy. The
key is to develop laser beam focus. These are the three key steps.

1. Choose the three things that if you could accomplish here at work, would have
the most bene®cial impact on your life.

2. First thing every morning, read the three things on your card.

3. Every day do three things to move you in the direction of accomplishing these
three things.
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What three things that if you could accomplish here at work, would have the most
bene®cial impact on your life. Write these on a card.

Example: Get ten new clients. Make ten sales every week.

List your three things here. Then write this on an index card.

1.

First thing every morning, read the three things on your card.

Every day do three things to move you in the direction of accomplishing or
becoming these three things.

In the morning when you list the three things you are going to do today, do not make
these unrealistic. Setting the expectation of writing one letter is better than saying you
are going to write ten letters if chances are slim that you will have time for all ten. Make
these doable.

Also at the end of the day, no matter if you did three of the three or zero of the three,
you made progress. It seems the intention to accomplish moves us forward. Sometimes
selling gets in the way" What a wonderful problem to have. Make this part doable and
watch your business grow.

Here is the form to begin to use every day for a year. This will change your life and you
will reach your goals. Make copies and do this every day.
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Three Things a Day!

What am | doing today to MEET MY GOALS?
Goal for this week:

Today's date: Today: |was for 3"
a.m. What will | do today to reach my goals £ my B-HAG?
1. [lyes [Jno
2. [lyes [Jno
3. [lyes [Ino
p.m. Which of these did | accomplish to reach my goals + my B-HAG?
Today's date: Today: |was for 3"
a.m. What will | do today to reach my goals £ my B-HAG?
1. [lyes [Jno
2. [lyes [Jno
3. [lyes [Ino
p.m. Which of these did | accomplish to reach my goals + my B-HAG?
Today's date: Today: |was for 3"
a.m. What will | do today to reach my goals £ my B-HAG?
1. [lyes [Jno
2. [lyes [Jno
3. [lyes [Ino
p.m. Which of these did | accomplish to reach my goals + my B-HAG?
Today's date: Today: |was for 3"
a.m. What will | do today to reach my goals + my B-HAG?
1. [lyes [Jno
2. [lyes [1no
3. [lyes [Ino
p.m. Which of these did | accomplish to reach my goals + my B-HAG?
Today's date: Today: |was for 3"
a.m. What will | do today to reach my goals + my B-HAG?
1. [lyes [Jno
2. [lyes [Jno
3 [lyes [Ino

p.m. Which of these did | accomplish to reach my goals + my B-HAG?

Main thing | accomplished this week:




Your future depends on many
things, but mostlyon you.

DFrank Tyger



Last week’s reviewHow did having the three things a day keep you focused?
Was this hard to do or easy? Do you think this is something you can continue to
do? Are you making progress toward your B-HAG?

Six Steps to Great Sales Meetings

1.

2.

Plan for regular meetings.
Have an agenda and stick to it.
Watch the clock.

Set standards.

Monitor what you mandate.

Applaud successes.

The most powerful Sales Meetings are those in which everyone knows what is expected
of them and patrticipates.

Use the entire sales team to design the meetings you will use during the year you Power
Up Your Team.
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1. Plan for regular meetings. Choose the same time and day each week, then your sales
sta# will know when to set appointments and still make the meetings. This is a great time
to monitor activity, discuss new products, give tips on presentations, etc.

What will be covered in the meetings?

2. Have an agenda and stick to itLet each person know that in order to add to the agenda
you will need to know in advance. Knowing in advance what is going to be covered will
give everyone a chance to think through comments and input. An agenda keeps things
moving. Stay on track for greater e%ciency.

Who will prepare the agenda each week?

What is the deadline for adding something to the agenda?

3. Watch the clock.Giving a time limit to each item on the agenda keeps subjects from
dragging. By sticking with the time limit, everyone is forced to get to the point and
eliminate unnecessary stories and examples.

Approximately how much time will be spent on each subject?

4. Set standards.If the meeting is to begin at 8:30 a.m. then start the meeting at 8:30 a.m.
One idea is to shut the door at the start time and anyone entering after that is ®ned
$5 or so. This encourages everyone to take the meeting seriously. The same is true for
ending the meeting, having an agenda, staying on the subject, and giving worthwhile
information.



When will the meeting begin?

Where will the meeting be held?

5. Monitor what you mandate. If you say you want everyone to bring an example, then
next meeting ask for the examples. Nothing is worse that asking your sales force to do
something, and not following through with them to see if they did it. If you mandate ten
calls a day, then ask for the report showing the ten calls.

What will be monitored?

How can each sales associate participate?

What would you like to be monitored on?

6. Applaud successesMake sure you brag on those doing great things. Every meeting
you should have at least one success. Selling can be a di%cult job. Encouragement is

needed and it needs to come from the top.

What are some of the things you need encouragement on?

How would you like these meetings to applaud your success?




Successful people ask better
guestions , and as a result,
they getbetter answers .

DTony Robbins



Last week’s reviewHow can these sales meetings serve you? After our
discussion is there anything you would like to add or delete? What is your
commitment to making these meetings the best possible?

Five Strategies for
Reaching your Goals

So we set our goals. We even named them 2B-HAGs® But if you go about your day the
same old way, you are going to get the same old thing.
Use these ®ve strategies to reach your goals this year.

1. Set speci®c NUMBER goals.
Know the numbers. What were your sales last year? What do you want them to be
this year? Where do you stand? What are your speci®c goals this year?

2. Break these down into weekly numbers.
What are the numbers you need to reach this week?

3. Concentrate on doing what it takes every day to reach these numbers.
What activities do you need to complete DAILY? Is it to attend a networking
function? Is it to make ®ve follow-up telephone calls? Keep up with this on your
aThree Things a Day® sheet.

4. Pay attention to the details.
Pay attention. What does your customer request? What does your customer
complain about having to do? In what areas do you always seem to get stuck? Do
you make it easy for your customers to get in touch with you? Is your telephone
number at the bottom of your e-mails? Do you always have to come back to the
0%ce to get something? Can you have a supply of some things in your car? Keep
thinking of the small things you can do to make selling easier and make those
changes.

5. Measure and adjust as you go along.
As you go through your day, notice what works well and what does not. At the
end of the week, know if you met your numbers. If you did not, what needs to
change? Keep adjusting until your marketing and your service ensure you meet your
numbers.

It really is not di%cult to reach your goals. You just need to implement these ®ve
strategies.
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What are your annual sales goals?

What are your weekly numbers?

What are some of the activities you need to concentrate on to reach these numbers?

What are some of the details you can improve on?

a. What are some customer requests?

b. What are some customer complaints that you could ®x or o#er another service to meet
this need?

c. What should you have in your car in order to make selling easier?

As you go through next week, make a list of ®ve things that work really well and ®ve
things you need to improve,
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As it pertains to this lesson, what are
the things you will do this week?




Begin each day as if
it wereon purpose.

BMary Anne Radmacher



Last week’s review:What ®ve things worked really well? What ®ve things do you
need to improve? As a team what can we improve? Did you make your weekly
numbers? Are you keeping up with your progress and your three things a day list?

Planning Your Day!
Seven Steps to Get The Most Out of Your Day

1. Plan tomorrow before you leave the o"ce today.

2. Review what you did today and decide one of four things:
What did | not get done that needs to be on tomorrow's list?
What is on this list that | can delegate?

What is on this list that | can dump and just not do?
What is on this list that | can delay?

3. Always ask yourself, 2What is the most important thing | need to achieve
tomorrow?
Circle that on the list"

4. Check your goals for the month, quarter, and year.
Are you moving ahead on these?
Do you need to add an action step on tomorrow's list?

5. Label each according to most important.
One of these methods includes A's for most important, B's for less important. Then
ranking these in order of importance (A-1, A-2, etc.)

6. Add 25% more time than you think it will take.

7. Know that you will need breaks during the day to rejuvenate.
| call this adding 2White Space®to my day. This is a printing phrase that refers to the
area in an advertisement where there is nothing there but 2white space® The white
space can make the rest of the ad more appealing, interesting, and readable. It can
do the same for your day.

Make each day productive and yet still enjoy your day and your life.
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1. How long do you think it would take to plan the next day?

2. In what ways would this help you be more productive?

3. What are the things that will get in the way of doing this?

4. What if you identify the three to ®ve most important things? Could this help
you be more productive? Why or why not?

5. What helps you maintain your focus and your energy?
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What are the things you will incorporate into
your day to make it more productive?




