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INSTRUCTIONS

Welcome to the expanded edition of the Salesperson's Organizational Planbook. For those familiar with the original
edition, please note that all categories remain the same, however, some have been expanded and relocated to the back
of the book. In addition, a statistics section has been added to help you plot the growth of your

business.

Today's Goals
Each morning, write down the number of Ups, Sales, Deliveries, Follow-Up Calls, Prospect Calls, and Mailouts you
intend on making that day.

Today's Totals
At the end of each day, record the actual results of your efforts.

Things To Do List

List all of the tasks you need to accomplish for that day. Remember to transfer all unfinished business from previous
days. Once each task is completed, note its completion by striking through with a yellow highlight marker. This
allows you to view the tasks you've completed.

Phone-Ups
Record all of the Phone-Ups and nature of call you receive that day. Review this list often and follow-up for the
purpose of setting appointments and making sales.

Follow-Ups
List all of the Follow-Up Calls you need to make that day, and purpose for calling. Then make a notation if your call
was successful, and when you need to follow-up again.

Appointment
Record all appointments you've scheduled along with a phone number in order to confirm the appointment.

Ups
Record the names and purpose of visit of all new prospects that visited the dealership.

Want List
List all RVs requested by customers that are not part of your current inventory and review this list often. In addition
to doing a locator search, make a practice of taking this list with you when you take your daily inventory walk.

Prospect Calls

A steady number of prospect calls should be made daily in order to increase your client base. Although prospecting
is never easy, the more calls you make, the easier it becomes. Develop a script to help make your calling easier and
more accepting to the prospect.

Mailouts
Mailouts are a great source for introducing yourself and keeping your name alive with future prospects and current
customers. Make sure you record each Mailout including routine paperwork.

Customer Log

In addition to recording the sale, make certain you've recorded all other pertinent information about the customer
before he/she takes delivery. This will allow you to develop future business, and give you more infomation for
following-up.

— Instructions continued on reverse side —




INSTRUCTIONS

Statistics

The Statistics section of the planbook will help you predict how to increase your sales and profits. By mathemati-
cally tracking each month, you can determine where improvement or enhancement needs to take place. Follow
this step-by step process:

Fill in the dates at the top of the Weekly Statistics sheet.

Record each day's activities and source of business.

At the end of each week, total all of the categories.

Transfer the weekly totals to the corresponding week on the Weekly Statistical Summary sheet.

At the end of the month, total the categories.

Transfer the totals to the Monthly Statistical Summary sheet.

Calculate the Closing Ratios, Total Commissions, and Gross Averages.

Plot Total Monthly Deliveries and Commissions on the respective graphs, bringing forward Totals from the
previous months.
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« If you want to increase your sales, it may be as easy as increasing your numbers.

* Watch for discrepancies in each month regarding your sales and profits. If you notice your sales dropping, look
to see where your statistics may be fluctuating and adjust them accordingly.




Date

Today's Totals

Ups

Sales

Deliveries
Follow-Up Calls
Phone-Ups
Prospect Calls
Mailouts

Things To Do Lisw

Today's Goals

Ups

Sales

Deliveries

Follow-Up Calls

Phone-Ups

Prospect Calls

Mailouts
1.
2. 14,
3. 15.
4. 16.
5. 17.
6. 18.
1. 19.

20.

9. 21.
10. 22.
11. 23.
12. 24,
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Date

Phone-Ups

Name Name
Address Address
City State Zip City State Zip
Phone: Hm Phone: Hm
Bus Fax Bus Fax
Type of Vehicle Type of Vehicle
Trade-In Trade-In
Appointment Date Appointment Date
Name Name
Address Address
City State Zip City St Zip
Phone: Hm Phone: Hm
Bus Fax Fax
Type of Vehicle
Trade-In
Appointment Date
Fo
Name Phone Reason
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Date

Appointments

Ups

8:00am Name
8:30am Address
City State Zip
9:00am Phone: Hm
9:30am Bus Fax
_ Type of Vehicle
10:00am Trade-In
10:30am
11:00am Name
11:30 Address
~wam City State Zip
12:00pm Phone: Hm
12:30pm Bus Fax
Type of icle
1:00pm Tra
1:30pm
2:00pm Nam
2:30pm Address
City State Zip
3:00pm Phone: Hm
3:30pm Bus Fax
Type of Vehicle
4:00pm P
Trade-In
4:30pm
5:00pm Name
530 Address
~opm City State Zip
6:00pm Phone: Hm
6:30pm Bus Fax
Type of Vehicle
7:00p Trade-In
7:30p
8:00pm Name
Address
8:30pm City State Zip
9:00pm Phone: Hm
9:30pm Bus- Fax
Type of Vehicle
10:00pm Trade-In
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Want List

Date

Name

Phone

Vehicle

Cost
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Prospect Calls

Date

Name

Phone

Outcome
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Mailouts

Date

Name

Phone

Follow-Up Information
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Customer Log

Name Name
Spouse Spouse
Address Address
City State Zip City State Zi
Phone: Hm Phone: Hm
Bus Fax Bus Fax
Type of Vehicle Type of Vehicle
Trade-In Trade-In
Date Delivered Stock # Date Delivered Stock #
Gross Profit Commission Gross Profit Commyjgsion
Husbands Birthday Husbands Birthday
Wifes Birthday Wifes Birthday
Childrens Birthday i
Childrens Birthday
Childrens Birthday
Anniversary
Other Vehicles in Household
Other Vehicles in Household Other Vehicles in Household
Name Name
Spouse Spouse
Address Address
City State Zip City State Zip
Phone: Hm Phone: Hm
Bus Bus Fax
Type of Vehicle Type of Vehicle
Trade-In Trade-In
Date Delive Stock # Date Delivered Stock #
Gross P, Commission Gross Profit Commission
Husbhgllds Husbands Birthday
Wifes Wifes Birthday
Childrens day Childrens Birthday
Childrens Birthday Childrens Birthday
Childrens Birthday Childrens Birthday
Anniversary Anniversary
Other Vehicles in Household Other Vehicles in Household
Other Vehicles in Household Other Vehicles in Household

© Michael Learning Group



d0 MHAM

STIVO
dNMOTIOA

SHTVS
LNOTIVIA

SILNOTIVA

SHTVS TIVO
LOHAISOdd

STIVO
LIoHAdS0dd

SHTIVS
d1-ANOHd

Sd1-ANOHd

SHTIVS
JANOLS1D
LVAdHY

SHA'IVS
TVHIAIAH

SNOISSINNOD

SHIHAAI'TAA

SHTVS
TVILOL

sJDI0],

Aopung

Aopuaning

Coprig

AppsuanyJ,

Aopsaupap

Appsan],

Sdn

Puopn

arva

SOLLSLLVLS A'DIHAM



d0 MHTAM

STviad
HSVO

AANTIOHd
SULOVHINOD
HINVNIA

ajgAodddyv
SULIOVHILNOD
HINVNIA

SHTVS
XJOSSHIOIOV

SILIOVHEINOD
HOIAHAS

SAY dASN

STHHHM H.LS

SYAINVI
INHL

SHATIVH.L
TAAVHL

SHHIOVOI
dOLON

HIVHHAAV
LI10Yd SSOYI

TV.LO.L
LI1104d
SSo0y9

sj0307,

Appung

Appuning

Koprag

Appsanyg,

ADpsaupapg

Appsang,

Appuopy

qJrva

SOLLSLLVLS X TMAAM



STIVO
dN-MOTIOA

SHTVS
LNOTIVIA

SULNOTIVIA

SHTVS TIVO
LOHAdSO0dd

STIVO
LOAdSO0dd

SHA'TVS
dN1-ANOHd

Sd1-ANOHd

SHTIVS
dINOLS1D
LVAdHY

SHTVS
TVIIHAIT L

SNOISSINHOD

SHIFAAI'TAd

spp10],

G YoM

v HooM

& Yo

G YoM

SHIVS
TVILOL

Sdn

I 329

arvad

AIVIANNS TVOLLSLLVLS X'DIHAM



STviAd
HSVD

AANTIOHd
SULOVIINOD
HINVNIA

ajgaodddv
SULOVHINOD
HINVNIA

SHATVS
XJOSSHIOV

SILOVHINOD
AIIAHAS

SAYd dASN

STHHHM H.LS

SHAINVDI
INHL

SYTTIVY.L
THAAVY.L

SHHOVODI
dO.LON

sj007,

G q29M

v HooM

& YoM

G YoM

HIOVHHAAV
LI10Yd SSOYI

TVILOL
LIF0Yd
SSo0y9

I 429

qJrva

AIVINIS TVOLLSLLVLS A'DIHAM



a N o SV r r nwvmwnwa4qd r

SOOI W NN

HINOW HOVH SHIJAAI'TAd 'TVLOL 410X LO'1d

= sd) + sapg = SIIDS + SINIIAN]I(

sa]ng 0101, JO % sanida1)a(] 11207, Jo 9,

= sd)) + s9Ing T = s9]pg + sarLaa1]a(g
$a1D§ J0 %
‘SOLLVY INISOTO

$91.12a1]3(T Jo 9,

STIVO
d1"MOTIOA

SHAIVS
LNOTIVIA

SLNOTIVA

SHATIVS TIVO
LOHdSOdd

STIVO
LOHAISO0dd

SHA'IVS
d1-ANOHd

Sd1-ANOHd

SHTVS
dANOLSN1D
LVAdHY

SHTIVS
TVIIAATYH

SNOISSINNOD

SHIFAAT'TAd

sppiof,
Suruuny

SHTIVS
TVILOL

Sdn

yruopy
Jua.LIn)

AIVINNIS TVOLLSLLVIS X'ITHINON



a N O SV r r wvmwa4+ r

HINOW HOVH SNOISSINWOD TVLOL 410X LO1d

= 79(J + SSO.X) T =19 + uo1ss1uuo))
agvuaay ssoux) (viof a8vuaay uorssruuio)) 1110,
= 79( + SSO.%) T =19 + uo1ss1muuio))

aSDUdaY $S0.4X) LQYyjuopy  ISDUAIAY UOISSIWUIO)) K]YJUO
‘STIOVHHAAV SSOHI ® NOISSINNOD

STviAd
HSVD

AANTIOHd
SULOVILINOD
HINVNIA

ajgaodddv
SULOVIINOD
HINVNIA

SHATVS
XJOSSHIIV

SLOVHAINOD
AIIAHAS

SAYd dASN

STHHHM H.LS

SHAINVI
INHL

SYTTIVY.L
THAAVY.L

SHHOVOD
dO.LON

spoyog,
Suruuny

HIVHHAAV
LI10Yd SSOYI

TVLOL
LIF0Yd
SS0yd9

Yyruopy
Jua4uan))

qJrva

AIVIANS TVOLLSLLVLS X'THLINOW



