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On line meeting steps 
1. Meeting with client should not be more than 20 minutes , max 30 minutes , longer meetings are indicative of poor planning and poor communications .

2. Meeting should be scheduled through calendar system from MS CRM 

3. Meeting should be emailed from MS CRM system itself to all participants at least 12-24 hrs. prior to the meeting 

4. Meeting should be confirmed over the phone a day before the meeting and also the same day at least 5 hrs. prior to the meeting 

5. In case of rescheduling of meeting steps 2-4 should be followed every time.

6. Meeting should also be scheduled in GO TO meeting 

7. Sales personals need to discuss clients requirements internally with all participants at least 12 hrs. prior to the meeting 

8. Development should also provide their relative feedback and should actively participate in sales process 

During Meeting 
1. All internal team members should log in within GO TO Meeting application with their log insat least 10 minutes prior to the meeting.
2. Sales person should introduce all internal team members 
3. Sales person should also briefly update all participants about client’s project and after this also suggest client step 4 
4. Please ask client very politely to explain very briefly about their project and requirements after team introduction.
5. All internal team members should take notes, so that to win project all internal team should ask intelligent questions, to give an assurance that we have understood client’s project.

6. During meeting present client’s project related examples  to validate our strong grasp over client requirement related focused area 

7. Along with client’s focused area , sales should use their judgment call to present 

a. TCC247.netword class project handling&

b. one page reporting structure 

c. and httpgain back ends along with 
d. HTTPGAIN Help Desk module to show case , testing and QA policies and procedures 
8. In meeting focus on benefits rather than features 
9. After meeting always ask client how did we do in the meeting? will help you to gage client’s motivation level after meeting 

10. Minute client says he is happy with our presentation; CLOSE THE DEAL BY ASKING TO AWARD THE PROJECT TO US.
11.  If client is hesitant about awarding the project , ask client what client will like us to do to win his project 

12. Minute client spells out the terms , always ask for client commitment-by saying if we meet your requirements will you award the project to us

After Meeting 
1. After meeting always send minutes of meeting - MOM

2. In mom mention the points with discussed and presented 

3. Minutes of meeting ,  please email through TCC247.net and update in MSCRM as well

4. Submit One page bidding , whenever and always when possible 

5. Follow Up , Follow ups , Follow ups
Written and verbal communications with clients should be free of typo and grammatical errors, having error free communications reflect professionalism and will win you all and any project presented to clients 
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