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Refining Your Annual Sales Plan 

 
 
 
 
 
 
 
 

Sales REVENUE goal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sales Process Map 

A Sales Process Map is a simple diagram that illustrates the various steps a “prospective 
customer” goes through before they become a paying “client”.  See the example below. 
 

 
 
 
 
 
 
Do you have other selling stages that need to be considered in this sales process 
map? 

List what are your company’s top sales goals for this year: 
 

  
  
  

 
 

New lead 
generated 

Appt. 
Scheduled 

Needs 
Analysis 

Proposal Close Sale 

  Annual Sales Revenue Goal: 
 
  Monthly Sales Revenue Goal: 
 

Annual Revenue From  
Existing Clients: 

 
 
 

Annual Revenue From  
NEW BUSINESS: 

 

 

Your personal annual income 
goal: 
(revenue x commission %) 

 
 

Income check:  If you achieve your annual 
sales revenue goal, will you generate the kind of 
personal income that excites you?  If not, what 
do you need to change? 
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Building Your Sales Plan 

Time to gather some important data that will help us build a sales plan… 
 
 
 
 
 
 
 
What are your “sales conversion ratios”?  Write your percentages on the 
blank lines below: 
 
 
 
 
 
 
 
 
 
 
     L2P%     P2C% 
 

 Proposal-to-Close Ratio (P2C%):  If you submit 10 “Proposals”, how many will 
convert into sales within 30 days?  
 

 Lead-to-Proposal Ratio (L2P%):  If you generate 10 “Leads”, how many will 
convert into proposals within 30 days?  

 
 
 
 
 
 
 
 
 
 
 
 
 

What is your average order value (AOV) or average transaction value (ATV)? 
(Total monthly sales revenue divided by total # of transactions)  

 

 
 
 
 
 

 

How many “average” sales transactions do you need to close each month 
to achieve your monthly sales revenue goal?  (Monthly sales revenue goal divided 
by AOV)  

 

 
 
 
 
 

 

How many “Proposals” do you need to submit in order to “close” the 
above listed number of sales each month?  (# of monthly sales transactions 
divided by 0.X, where X = P2C%)  

 

 
 
 
 

 

New lead 
generated 

Appt. 
Scheduled 

Needs 
Analysis 

Proposal Close Sale 
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Building Your Sales Plan Cont. 

 
 
 
 
 
 
 

 

 

 

 
 

Summarize Your Sales Plan below: 

 
 
 
 
 
 
 

What challenges will you face in accomplishing this sales plan 
this year? 

 
 
 

What changes do you need to make in order to achieve these 
daily and weekly numbers? 

 
 

 

Sources For New Business 

Who is the most important group for you to schedule sales appointments with to 
reach your goal?  Write the number of appointments you will schedule for each 
group each week: 
 
 
 
 
 
 
 

How many “Appointments” do you need to schedule in order to 
submit the correct number of Proposals each month?  (# of monthly 
proposals divided by 0.X, where X = L2P%) 

 

 
 
 
 

 

Complete the following: 
 # of appointments scheduled per month: 
 # of appointments scheduled per week: 
 # of appointments scheduled per day: 

 
 
 
 

Past Clients: 
 
 
 

 
 

 

Current Clients: 
 
 
 

 
 

 

New Business: 
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Lessons learned 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What will you commit to this week? 
 

 I will START: 
 
 
 
 

 I will STOP: 
 
 
 
 

 I will CONTINUE: 

HOMEWORK ASSIGNMENT: 
 Summarize your sales plan into a simple paragraph. 
 Email a copy of your sales plan to your sales manager. 
 Review your score board with your sales manager on a weekly basis. 
 Report on your progress towards your annual goal on a monthly basis.  

 
 
 

EVALUATE:  Summarize what you learned: 


