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OBJECTIVEH 1:

e To ensure that Sales person shows the right image to the client, works homogeneously and projects a professional
image on the clients which will lead them to generate room nights and other revenues with the hotel.
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e Remember: Like a student is not a good student without his/her tools, a sales is not a good sales person without his/her
tools. Smile is not enough, get ready to be ready to make the right impression and confirm business on the spot!
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e This check list will help you to ensure a relaxed arrival to your client appointment, your mind is free of questions (do |
have this or this???), your body is stress-free because you have called your client, and you are able to focus on your
objective and listening to your client.
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CHECK LISTHYEER

APPOINTMENTS FiZ

Ensure the appointments planned are potential and useful
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Check your appointments planned for the day.
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Ensure you have the telephone number of all your appointments contacts
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TIME MANAGEMENT Fif ) 5 8
Time management is also an attitude !} i) 4 F3 9 /& — Fh s &

e  Take your appointments to avoid the traffic peak times in the area
2 WIS [ 388 127 DX 358 ) A2 3 iy WA I 1)
e  Ask your client the location map to be sent to you prior by email or fax.
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o  Take all the details of the location of the office in the building (Floor, Office number ...)
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e  Maximize your appointments in the same area.
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e  Maximize your time in the company, if | meet this person, who else would it be worth meeting?’
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e Highlight the appointment where timing is crucial
AR AR, R albrid e K
e Incase you are delayed by traffic or a previous appointment, inform your client and check if he/she can still meet
you.
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o Always try to respect within your appointment process
REMT 2 WA
e  Ensure you have enough time to reach from one place to another one
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BROCHURES EAE
Brochures and all collaterals need to be maintained and protected from transportation alteration.
PRIz S R A2 GR T U B A FH o 3 A 35
[0 Advise 1: Have a box in your car with each type of collateral, give aways and a box of business cards
A HEERE M THTREARNEARASN, Mk —&8 K
O Advise 2: Have enough bags available to hand them out to the client with style.
N 2: AR F RIS T55 & UL BT i 4 i
O Advise 3: If you have lots of appointments close to each others in time frame, ensure your bags are

ready from the morning
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Questions to ask yourself in the morning or the evening
priorfE X R FL FERE AT —RME b, SR E S ]
O Do I have enough brochures for my appointments?
I RAE T 2 WP AL 08 B i) EAL N ?
O Do I have enough brochures with me for the day — shall I drop some to this office as it is close-by?
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[0 Shall I prepare my packs prior to the appointment (this is the best way to arrive relaxed ... you did not struggle
with your box after a long drive in the heat ...)
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Advicef2il:
[CJAlways have a brochure with you or a presentation, you never know which questions the client will ask you or which area
he/she wants to be clarified. You never who will be with your client that you could also convince!
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BE PREPARED FOR THE MEETING £ #E %

Back upiff %
O Take your notes of the former meetings
HE A — IR
O Find the latest information about this company — surprise them by showing you are aware!
AR F BRI B -17% 7 R AR R AATT 2 =] I Bh 25
O Check the names of the people you will meet, and remember the name of the GM to ask news about him/her
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What is your objective? /) H br A4 2
[0 Always enter a meeting with an quantitative or qualitative objective.
SOEHA E EECE PR H AR EBE S UE
O What do you want to get out of this meeting?
Wi, IRABR RS A2
[0 Ifyou do not do so, you are a PR person.
WMRIABZLE, RN T — AR R AR
What would you potentially need to convince this client? Wi £& 7 7 75 Thi f& R 75 B Al 2 A1 2
[0 Did you take the contract?
s e CINEIC NS
O Do you have brochures?
ot EAL M 72
OO Do you have a presentation book or your lap top
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Does your lap top has enough power?

AR T2 R RS A R 8

Do you have your cable?

R Je A4 FLR

Brochures in bags to give to them?

e CARK BN ERANT IR, TREBRSE N,
Do you have your note book?

RS BRI EILA

Do you have a pen?

e

Do you need a calculator for this meeting?

ST

Is my telephone on silent?

RIS

Do | need give-away for this guests?

ST T B A

Advice: Have one more in case you meet the boss!
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5mn before 7E F1J1 Fif 153
[0 Check your appearance ... Will you impress?
RERNE LN E S
0 You look sad ... think about something funny
WARAIRE KA EDE, BRI E S
OO oulook sweaty ... do something
O

o o o o o o o o o
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You look tired ... do something

WARIRERRIR R, Mot aik B OB RRERH

TAKE NOTESHfI 28T

[0 Taking note is a note of respect for the client who sees that you are considering what he/she is saying.
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[0 Do not over-estimate yourself in thinking that you can remember everything, if this is important, write it down.
AEREAGIRE CRS1Z 7, NVE CHBLSErE RS RN R IREL, CRERILAK
i

[0 Furthermore taking notes is also a way to refocus your thoughts and visualize your objective (what do | need to
know to be able to approach my KEY questions and KEY selling?)
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O  Your notes must be then tracked in the Sales Activities and actions should all happen during the same day.
PLZARYE VR0 A B RIUERERATB),  BRERAT B SN AR 25 W H BEAT

ACTIONAT3)
O Always thank for the appointment and answer to the issues mentioned if any within one day, maximum one week if
this is an overseas sales trip.
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FoLLow UPER

[0 The follow up is the strongest tool available to a sales person to show the professionalism.
PREFAT B2 s — M8 B N 3 b Ik e 20 T A
[0 Set up your follow up date and do not delay the action of one day, do it when you have it in your schedule.
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[0 Call when you said you will call

HRAETHRI A T B 2 A
O  Inform when you said you will inform

AR T A IS W) R e 368 2R T A
O Visit when you said you will visit.
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CONCLUSION &8

Show respect, show professionalism, show seriousness, show who you are and Do what you said you will do ©
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