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Scope

Starts with gathering or convening of all members and ends with discussion and resolution
of all issues and concerns that transpired the whole week.

Objective

e To have a regular update of the team sales performance by conducting weekly
sales meeting to achieve target revenue.

Policies

1. Conduct sales meeting once a week and discuss sales weekly performance.

References/ Source:

e CRM
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Procedure

Start

A\ 4
Sales Leader

1. Convenes team members
for the sales meeting

Operations

Customer
Experience
Department

Credit & Collection
Claims
Sales team

\ 4
Sales Leader/ Sales
in- charge

2. Prepares weekly sales
report and revenue report

\ 4
Customer
Experience
Department

3. Discusses the Customer
Experience Department
issues

Unserved pick-up
Served pick-up
New Accounts
Zero charges
Open issue

Sales Leader
Discusses weekly sales
activities
- Volume
- Revenue

- Sending of
proposal/quotations
to generate new
business/accounts

- None performing
customers

- Competitor’s update
- Gainers/Losers

- Collection Issues

- Claims Issues

- Other Issues and
concern/s

Operations
Discusses operational
updates

Carrier’s update

Operational
concerns

A 4

Sales Leader/ Sales
in- charge

Concludes meeting by
ensuring members
understand the goals and
objectives of the team

Sends minutes of the
meeting (MOM) to all
attendees.

End
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