Questions or comments? Support@ProfitInnerCircle.com

Sales Guide to

Business Credit
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Instructions for completing your guide can be found at the end of this template
www.ChiefProfitOfficer.com" 

www.ChiefProfitOfficer.com

Good Selling and Great Collecting!

Customize this announcement memo

To:
Sales Organization

From:
You and your top sales executive

Date:
_____

Re:
New Tool to Increase Your Selling Time

The ______________guide has been developed to increase your selling time by reducing the time you spend trying to get your questions and issues resolved within the _________________ department. This tool will help you gain a better understanding of the ________________ and our business processes.

You will find:

* “Who to call for what” guides

* Department roles and responsibilities

* Key policies and procedures 

* Key Action steps in working with us

* And much more!

The guide is assembled in this handy binder so you can carry it with you and update pages as needed.  The ____________ Guide will be posted at the ____________ link on our company Intranet. 

We hope you find the ______________ Guide a helpful tool moving forward.  Please provide your feedback and input to _________________ (contact name) at ________________ (email address, fax, etc.) 

Good Selling!!

The ______ Department

We are a dedicated team of over ___ individuals teamed-up for action. Our roles and responsibilities include ___________ and __________________. 

Our mission is to _____________ and _______________. 

We provide the following services to the sales team: (include the activity and the benefit to the sales team)

1. Example: We pre-approve credit and limits on potential customers. This saves the sales team time in closing the sale and producing revenue and commissions.

2. ____

3.  ____
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Who to Call For What

Name


Title

Phone/ext.#

Responsibilities

Include:

(Alphabetical

By Last Name)


Key Business Processes & Policies and Procedures

Include processes the sales team needs to know in this section

(Bullet points, keep it simple and at a higher level)

* General Guidelines  

* Extending Credit

* Credit Process
* _______

Sales Team Action Steps for Success:

Bullet point what sales can do to help and any involvement they have in the process here.  

What is the sales team’s role in this process?

List key areas the sales team should be cautious of when interacting with your department on the process. What can they do to expedite the process? 
Key Forms and Documents
Include the forms/documents here that your department requires from the sales team and instructions for completion.

Sales Team Action Steps for Success:

Bullet point what sales can do to help and any involvement they have in the process here.  

What is the sales team’s role in this process?

List key areas the sales team should be cautious of when interacting with your department on the process. What can they do to expedite the process?
Billing Capabilities

Overview of topics may include:

Include Billing Cycles

Payment Terms

Invoice Faxing Options

Billing Worksheets or Sales Agreements

Include copies of invoice formats available to customer (if applicable)

Sales Team Action Steps for Success:

Bullet point what sales can do to help and any involvement they have in the process here.  

What is the sales team’s role in this process?

List key areas the sales team should be cautious of when interacting with your department on the process. What can they do to expedite the process?
* Sales Team Reminder:

The information given when the order is taken or received (right or wrong) will appear on the customer invoice(s). 

If our database has not been updated with the correct pricing, the customer will be billed at the wrong price causing them frustration and possibly a delay in your revenue and/or commissions.

Customer Collection Procedures

Collection efforts are ________ and ______________. 

The Collection process will include, but is not limited to ___________. 

Include brief definitions of each step. Examples:

Credit check/application

Reminder letters/correspondence

Credit holds and credit limits

Explain that some situations, (e.g., bankruptcy filing, large past due balances, repeatedly broken commitments) may accelerate the collection steps to protect the organization’s interests.

* The Credit Services department has ultimate accountability and responsibility for collections.  With open communication between Credit Services and Sales, all objectives can be met.

Sales Team Action Steps for Success:

Bullet point what sales can do to help and any involvement they have in the process here.  

What is the sales team’s role in this process?

List key areas the sales team should be cautious of when interacting with your department on the process. What can they do to expedite the process?
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Give the Sales Team More Time to Sell

By: Davy J. Tyburski, America’s Chief Profit OfficerTM

In order for your organization to maximize revenue and cash performance, you must build and maintain a solid and positive relationship between the Credit Services and Sales teams. As a Credit Services professional, one of the most effective ways you can help strengthen your relationship with the Sales team is to give them more time to sell to your customers.

Sticking to What Matters Most
In some organizations, the sales force may spend up to 50% of their time on non-sales related activities. These activities can simply be defined as; time not spent maintaining or increasing revenue for the organization…in other words, focusing on low-payoff activities that add little to your top line. 

Low-payoff activities can include unnecessary phone calls or e-mails to the wrong team members within your department. For instance, a salesperson might call into the department and speak to the wrong individuals, or even worse, get transferred to a number of team members before finding the right person to resolve his or her issue.

The How-To
You can give the Sales team more time to sell by creating a ‘Who to Call For What' guide for your department. You have two options: Option #1 is to print a hard copy and assemble it in a 3-ring report type binder (a thin, soft cover binder). And option #2 is to post the information on your organization’s internal website (Intranet). Try to incorporate both pieces, as it gives the sales team better access to the information. 


If you choose to publish it in a hard copy format, be sure to print on both the front and back of each page. This will keep your finished product thin and very easy to use. It should not exceed fifty pages (25 sheets of paper). And don’t forget to encourage the sales team to carry it with them in their laptop bag or briefcase for easy access.


Your guide’s content should include:

1. A written overview (two paragraphs maximum) of your department’s role and responsibility to the organization, your department’s mission statement, and an outline of the benefits you provide to the sales team.

2. Organization charts encompassing all levels, from Vice President to Supervisor- include the team member’s name, title and direct phone number or extension.

3. The ‘Who to Call For What’ area should be formatted in four columns- list each team members name (in alphabetical order), title, extension and/or phone number and a two sentence or less description of their responsibilities (be sure to include the duties carried out specifically for the sales team).

4. Key department policies and procedures. For example, outline in a bullet point format your customer collection policy and procedures. Be sure to include the information the sales team needs to know to save them time in processing requests through your department.

5. Key forms or other paperwork the sales team uses to conduct business with your department.

6. The last step is to create a keyword index in the back of the guide. This makes the guide very user friendly. After compiling your information, go back and highlight keywords the sales organization may need to reference. The index should include:

* Key word(s)
* Page number(s)
* Team member's name
* Team member's extension or phone number


Bang For Your Buck
After the guide is in the final draft stage, set up a meeting with the Vice President of Sales to present it. Be sure to mark it as 'Final Draft' and encourage them to provide input to make it even better before it is printed.

The last and most important step is to SELL the finished product to the sales team. Create a memo and inform the sales team why you invested the time to create the guide. Send the memo and guide out to every salesperson and encourage them to offer suggestions for improvement. Include one person’s name and their contact information where suggestions should be sent.


If you decide to post the information on your Intranet, follow the same communication steps outlined above. Emphasize the point it was created to give them more time to sell!

Good Selling and Great Collecting!
…Davy
+++
PS: Go to www.FreeGiftFromDavy.com right now to gain access to my exclusive resources page where you’ll find additional templates, tools and resources.
America’s Chief Profit OfficerTM - Davy Tyburski
Davy Tyburski is known as America’s Chief Profit Officer, he’s the author of The PROFIT Book: 21 Unique Ways to Increase Sales, Improve Cash Flow and Boost Your Bottom Line. He is a best selling author, internationally recognized speaker and sought after business advisor because he delivers exactly what you want...MORE PROFIT! 

Davy’s first book, From Conflict to Cooperation: The Insider’s Guide to a Strong CREDIT and SALES Relationship is what propelled his speaking career over 10 years ago.
He has presented his profit building strategies and techniques to many individuals and organizations, from entrepreneurs to billion dollar companies including Master Lock, the Walt Disney Company, Kellogg’s, Medtronic, Goodyear, and Microsoft to name a few. 

Davy’s no BS approach to more profit comes from 20+ years of real world experience with a publicly traded, multi-billion dollar company where he held leadership positions in:

· Marketing

· Customer Service

· Operations

· and of course, leading both the CREDIT and SALES teams!

His track record of success includes many awards and accomplishments:

· Reduced DSO 59%, while revenue increased 50% during the same period

· Drove down operating costs as a percent of revenue in excess of 30%

· Recipient of the Prestigious CEO’s Award of Excellence (selected over 2,000 other employees) 

Davy has shared the stage with many other celebrities including:

· Kevin Harrington, Original Shark on ABC's Hit TV Show "Shark Tank”

· Forbes Riley, $2 Billion TV Host, as seen on “HSN and QVC”

· Brian Tracy, Professional speaker, Best selling author, and Success expert

· Joe Theismann (Thyys-mann), Former NFL Super Bowl Champion Quarterback for the Washington Redskins and celebrity sportscaster

Davy is available for keynote presentations, webinars, breakout sessions, panel discussions, and private consulting.
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