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 Step #1 Select a product and prepare a feature-benefit chart for it.  The product should be one that would require limited decision making – this is, study and comparison before purchase. (Chapter #12)

Step #2 Write a pre-approach section for your sales training manual.  In this section identify the selling situation as retail or industrial sales.  Then discuss how a salesperson should prepare to sell the product.  Provide specific examples and policies for your selling situation. (Chapter #12)

Step #3 As part of your sales training manual, write the approach section.  Explain how to approach a customer properly and provide a few suggested sample approaches in dialog form. (Chapter #13)

Step #4 Prepare the copy for the determining needs step of a sale.  Include a brief description of the importance of this step and the techniques used in it.  Finally, prepare a list of ten questions that could be used to determine a customer’s needs.  Begin with general questions regarding intended use and previous experience.  End with specific questions about the particular features of the product, such as color, size, design, and quantity desired.(chapter #13)

Step #5 Prepare a detailed plan for the product presentation step of the sale. For each feature say how you will demonstrate that feature and what aids you will use. 

(Chapter 14)
Step #6 Write the handling objections section of your manual. Include an objection analysis sheet for the product. (Chapter 14)
Step #7 Write an introduction for the closing step of the sales process.  Include discussion of the step’s importance and timing. Then write four different dialogs to demonstrate when and how to close the sale for your product.  Each dialog must demonstrate a different specialized closing method. (Chapter 15)
Step #8 Write an introduction for the suggestion selling step of a sale.  Include discussion of the step’s importance and timing.  List the related merchandise you could offer. (Chapter 15)
Step #9 Conclude the report by talking about relationship marketing. (Chapter 15)
