
Sample Company Sales Process (and documents required) 
 
Note: This process chart is based upon a sales process for a real company. Your sales process may be 
more or less complex than this one. Adapt the process concept to suit the key decision-making steps, 
and identify documents required, for your sales process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Initial Contact: 
Inbound or Outbound 
Phone Call 

Information sent via 
email and/or post 

1st Meeting: 
Personal meeting with 
(usually) senior 
finance executive. 

2nd Meeting: 
Analysis report 
presented to prospect, 
and key points 
discussed. Other 
contacts pursued 
within organisation.  

Proceed to contract. 

Follow-up phone call 
to: confirm receipt of 
info; understanding of 
concepts; and arrange 
personal meeting. 

Discussion ceases. 
Prospect confirmed as 
‘no potential’ or 
scheduled for future 
follow-up. 

• Brochure 
• Specialist white paper 

 

• Interactive PDF 
• FAQ sheet 
• Benefit Timeline 

 

• Analysis Report 
• Spreadsheets & Model 
• Technical Paper 
• Process Document? 
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Project handed over to 
implementation team. 

Proceed to contract 
and discussion of 
implementation issues. 

3rd Meeting: 
Meeting with IT Dept 
or other parties with 
vested interest. 

Possible additional 
meetings with other 
personnel or group. 

• Brochure 
• FAQ sheet 
• Technical Paper 

 
• Brochure 
• FAQ sheet 
• Technical Paper 

 

• Contract 
• Project Planning Schedule 
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