Sales Portfolio Checklist

1. Cover Page

2. Company Information

a. Background

b. Contacts

3. Industry Information

a. General Copier Information

b. Terminology

4. Copiers

a. Glossies – product information/specification sheets

b. Price List

5. Policies

a. Terms, service, shipping, discounts, leases, warranty, returns, trade-ins

6. Competitive Analysis

a. Product features, pricing, etc

7. Purchase Agreement

8. Letters of Recommendation (2)

a. Company
b. You

c. Match features and benefits to justify the recommendation

9. Certificates of Achievement (2)

a. Training

b. Salesmanship
10. General

a. Business Cards

i. Cut out and secured in portfolio; cardstock paper

b. Use graphs to convey information where possible

c. Page protectors

d. Dividers that can be seen with page protectors

i. Try Avery Tab N Protect

ii. Typed tab labels

e. Extra copies of information you might want to leave behind with a customer/prospect

i. Secured in some fashion
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