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Preparing for a Sales Meeting
Holding a sales meeting can be very challenging if the sales representative does not plan well and puts in place several things that will make the sales meeting successful. Therefore, ensuring that the objectives of the meeting are organized and the creation of a relationship with prospective clients while asking the right questions are among key things that sales representatives should five attention to detail to. Therefore, the following is a plan in which I intend to organize myself ahead of meeting two clients, Ashley Hall and David Navarro. 
How I would begin a sales meeting is typical of how I have been relating with people I have met for the first time, albeit this one as a sales trainee I am going to a little bit official. First of all, it is important to note that this is a customer I have followed in terms of the calls that he makes and the orders and so I can predict his preferences and why he would choose Lakeview Hotel over others and why he would choose other hotels over Lakeview. 
The very first thing is to ensure that I front the objectives of the meeting to Ashley or David. I would also like to create a personal relationship by having upfront contact with them. In the upfront contact, I will share with them the purpose of the meeting and why it is important as Lakeview regular customers, I should meet with them. I will also clarify what their roles will be (although this is done separately) and I would like to know what their expectations are and how they would like us Lakeview Hotel to improve. I would also tell my clients about the amount of time I will intend to take while also outlining the outcomes of the meeting. One of the things that I would like to know upfront is what has changed six of their last calls to Lakeview if any because that also might shift the whole theme of the conversation that we are going to hold. 
Survey Questions 
A sales meeting that involves a hotel and foodstuffs is very interesting because it entails knowing the likes and dislikes of a customer.  In Ashely’s and David’s incidences, I will prepare several questions that will center on customer services at the Lakeview Hotel, the quality of foods offered, the ambiance and serenity of the environment among others. Following are the questions I would ask Ashley and the comments on his buying conditions. 
General questions are different from specific questions. General questions do not restrict respondents to the answers they give but specific questions limit respondents. For example, a general question can ask a respond to say how many times he/she comes to the Lakeview Hotel while specific questions will ask whether the customer comes to the hotel daily, two times, or three times in a week. 
Survey Questions for Ashley 
General and Specific Survey Questions                     Notes on Buying Conditions 
	How often do you dine with us?
	


	Does lake view have enough variety of choices of foodstuffs?
	

	Would you recommend our hotel to others?

	

	What your favorite spot in the hotel? 

	

	Why Do you prefer your favorite spot?

	

	How can you rate the time you wait to be served on a scale of 1-10?
	

	Do you usually come alone?

	

	How did you know about Lakeview Hotel? 

	


 


Questions for David 
General and Specific Questions 	                                       Notes on Buying Conditions 
	How quick was the serving time?

	

	How clean was/is our restaurant?

	

	Are there any changes you would like to recommend to our restaurant? 
	

	How would you rank our restaurant among the ones you have visited?
	

	Do you think that it is important that Lakeview Hotel meets your needs?
	

	Have you ever complained about our services and if so, what was the response like?
	

	Do you sometimes reconsider coming to our restaurant? Give reasons for your answer?
	

	What other recommendations would you forward to us about our range of menus? 
	


 
Nature of questions that I will use in Role play 
I will use both open-ended and closed-ended questions. There are several reasons why I will use both open-ended questions. One of the reasons is because I would like to give both respondents as much freedom as possible to give me detailed answers about their views on several aspects of Lakeview Hotel. The extra details help me clarify and qualify the responses which then will give more accurate information. Other than learning something that I am not anticipating in the simulated meeting, the open questions will also give me to get complex answers to complex issues. The use of closed questions will also be important because they will keep my analysis easy and they will not “torture” my two respondents. The closed questions will also not give the respondents time to offer cluttered answers even to direct and straightforward questions. 
