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How to Conduct a Successful Sales 
Team Meeting 

A well-trained sales team is a valuable asset to any small business.  

Sales team training often occurs regularly in semi-formal meetings at the 
beginning of each week, day or month.  

A successful sales team training meeting helps sales staff to gain 
knowledge and experience, while addressing current trends and 
concerns of the team, recognizing outstanding achievements, providing 
encouragement and bolstering employee motivation. 



How to Conduct a Successful Sales 
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Step 1.  Provide coffee, water, juices and light food for all attendees. 
Situate the refreshments in such a way that encourages participants to 
take some at anytime.  

This will help people to remain focused on the meeting, rather than 
hunger or thirst. 

Step 2.  Create a strictly time-bound agenda for the meeting to ensure 
that presenters can discuss all pertinent points without extending the 
allotted time.  

Do not try to cover too much information in a single meeting.   
Scheduling regular meetings can be more effective than attempting to 
squeeze too much information into a single discussion. 
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Step 3.  Schedule the meeting at least 15 minutes before your desired 
start time. Allow team members to chat informally over refreshments 
before the meeting begins. Inform all team members of exactly when the 
actual meeting is to begin, and start the meeting on time. Provide a 
meeting agenda to each participant at the start, so that everyone knows 
what to expect. 

Step 4.  Review the team & amp recent accomplishments, or progress 
toward departmental goals at the beginning of the meeting. Discuss the 
exemplary achievements, or the successes of individual team members 
and the group as a whole, That will set a positive, collaborative tone for 
the discussion.  Set aside time for team members to share encouraging 
or humorous anecdotes from the sales floor or field to lighten the mood. 
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Step 5.  Cover a portion of an ongoing sales training curriculum during 
the meeting. Use a thorough curriculum.  

Take the time to have your sales force leaders develop a program for 
your company, or invest in a commercially available sales training 
program. 

Step 6.  Discuss areas of possible improvement for your specific team 
after reviewing the ongoing sales curriculum.  

The ongoing curriculum is designed to continually grow the skills and 
abilities of your sales force, while this discussion should be custom-
tailored to the daily needs and experiences of your team members. 
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Step 7.  Provide time for team members to ask questions, or share 
additional information at the end of the meeting.  

Create an open, non-threatening atmosphere that encourages junior 
team members to present observations, ideas and questions.  

Remind participants of the date and time of the next meeting before 
adjourning. 
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Good 
Selling ! 

Disclaimer: The information contained in this presentation is intended solely for your personal reference. Such information is subject to change without notice, its accuracy is not guaranteed and 
it may not contain all material information concerning J.W. Owens.  The Company makes no representation regarding, and assumes no responsibility or liability for, the accuracy or completeness 
of, or any errors or omissions in, any information contained herein. In addition, the information contains white papers , shared presentation from others, industry material, public or shared  
information from others and J.W. Owens that may reflect the his current views with respect to future events and performance. This presentation does not constitute an offer or invitation to 
purchase or subscribe or to provide any service or advice, and no part of it shall form the basis of or be relied upon in connection with any contract, commitment or decision in relation thereto. 
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