Sales Launch Complete Kit
Part 1: Weekly Sales Activity Calendar
Use this template to organize daily sales activities and maintain consistent prospecting efforts.
WEEK OF: _______________
	Time Block
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8-10am
Prospecting
	
	
	
	
	

	10am-12pm
Followup/Calls
	
	
	
	
	

	12-1pm
Admin/CRM
	
	
	
	
	

	1-3pm
Client Meetings
	
	
	
	
	

	3-4pm
Proposal Work
	
	
	
	
	



Weekly Goals
New Prospects Contacted: _____ | Follow-ups Completed: _____ | Meetings Scheduled: _____
Proposals Sent: _____ | Referrals Generated: _____
Part 2: Prospecting Email Template Library
TEMPLATE 1: COLD OUTREACH
Subject: Quick Question - [Industry/Challenge You Help With]
Hi [Name],
I noticed [Company] is in the [industry/market]. We work with [similar companies/type of business] to [specific outcome you deliver].
Quick question: Are you currently managing [relevant business function] in-house, or is this area open for discussion?
No pressure either way - if now isn't the right time, I'd love to stay connected.
Best, [Your Name]
TEMPLATE 2: WARM INTRODUCTION
Subject: Intro from [Mutual Connection] - [Quick Benefit]
Hi [Name],
[Mutual Connection] suggested I reach out. They mentioned you're working on [relevant project/challenge].
I work with [relevant type of company] specifically on [your specialization]. [Mutual Connection] thought there might be a fit.
Would you be open to a brief 15-minute call next week to explore if we can help?
Looking forward,
TEMPLATE 3: FOLLOW-UP (1 WEEK LATER)
Subject: RE: [Original Subject] - Quick Value Prop
Hi [Name],
Following up on my email last week. I realize I didn't include the specific benefit.
[Company A] saw [specific result] after working with us. Thought you might find it relevant.
If you're interested, I'd love to chat briefly. If not, no worries - I'll stay in your network.
[Your Name]
TEMPLATE 4: REFERRAL REQUEST
Subject: Who Should I Talk To? (Referral Request)
Hi [Name],
We've had a great experience working with [Company]. I'm expanding into [new market/industry].
Do you know anyone in your network who manages [relevant function] for [similar companies]? I'd love an introduction.
I always circle back and let you know how the conversation goes.
Thanks!
TEMPLATE 5: PROPOSAL FOLLOW-UP
Subject: Proposal Follow-Up - Happy to Discuss Questions
Hi [Name],
Wanted to check in on the proposal I sent over [day]. Have you had a chance to review it?
I'm happy to answer any questions or adjust any details. Let me know what would be most helpful.
Looking forward to partnering!
Part 3: Proposal Template for Veteran Service Businesses
COVER PAGE
[Your Company Logo]
PROPOSAL FOR: [Client Name]
[Service/Project Description]
Prepared by: [Your Name] | Date: [Date] | Valid Through: [30 days out]
EXECUTIVE SUMMARY (1 paragraph max)
[Concise overview of the client's challenge, your solution, expected outcome, and investment]
SCOPE OF WORK
Phase 1: [Activity/Deliverable]
Phase 2: [Activity/Deliverable]
Phase 3: [Activity/Deliverable]
PRICING & PAYMENT TERMS
Total Investment: $[Amount]
Payment Schedule: [50% deposit due upon signing, 50% upon completion]
TIMELINE
Project Start: [Date] | Estimated Completion: [Date] | Total Duration: [X weeks/months]
ABOUT US
[Your Company Name] is a Veteran-Owned Small Business specializing in [service]. We've successfully served [X clients] including [sample client names/types], delivering an average [specific outcome] improvement.
NEXT STEPS
1. Sign and return this proposal
2. Submit 50% deposit
3. We'll schedule kickoff meeting
Part 4: Referral Request Script
When to Ask for Referrals
✓ After successful project completion
✓ When a client expresses satisfaction with your work
✓ During relationship reviews (quarterly/annually)
✓ When you've exceeded client expectations
The Referral Request Script
Opening (Appreciation)
'I really appreciate the opportunity to work with you on [project]. I'm glad we delivered results that exceeded your expectations.'
The Ask (Specific, Not Vague)
'As we're growing our business, we've found our best clients come from referrals from people like you who know our work. Do you know anyone in your network managing [specific role] at [specific type of company] who might benefit from similar results?'
Making It Easy (Remove Barriers)
'No pressure - you don't need to think about it right now. But if someone comes to mind, I'd appreciate an introduction or their contact information. I'll follow up and let you know how it goes.'
Follow-Up on Referral
After they provide a referral, always: (1) Send them a thank-you note, (2) Loop back and let them know the outcome, (3) Offer to refer business their way in return.
Part 5: CRM Setup Guide (HubSpot Free & Pipedrive)
Why You Need a CRM
A CRM (Customer Relationship Management) system keeps track of every customer interaction, opportunity, and sale. It prevents lost deals and ensures consistent follow-up.
HubSpot Free Tier Setup
Pipeline Stages to Create:
1. Lead - Initial contact, not yet qualified
2. Qualified Lead - Confirmed need and budget
3. Proposal Sent - Awaiting decision
4. Negotiation - Client interested, discussing terms
5. Closed Won - Deal completed
Contact Fields to Track:
First Name, Last Name, Company Name, Phone, Email, Website, Industry, Company Size, Budget, Decision Timeline
Deal Stages (Opportunities):
Deal Name, Deal Amount, Deal Close Date, Associated Contact, Pipeline Stage
Activity Tracking:
Log every: Email, Phone call, Meeting, Proposal sent, Follow-up date
Pipedrive Setup
Pipedrive excels at visual pipeline management. Setup the same stages but use their drag-and-drop interface.
Key Features: Activity reminders, deal probability tracking, email integration, mobile app
Part 6: 90-Day Sales Launch Plan
PHASE 1: WEEKS 1-3 - FOUNDATION & OUTREACH
Week 1:
☐ Set up CRM system (HubSpot or Pipedrive)
☐ Create ideal customer profile (industry, company size, revenue)
☐ Compile target prospect list (minimum 50 companies)
Week 2:
☐ Write and customize cold outreach email templates
☐ Begin first round of outreach (target 5 per day)
☐ Log all activities in CRM
Week 3:
☐ Continue outreach (25 new prospects this week)
☐ Begin follow-ups on week 1-2 outreach
☐ Goal: Schedule 3-5 discovery calls
PHASE 2: WEEKS 4-6 - DISCOVERY & QUALIFICATION
Week 4:
☐ Conduct discovery calls (document findings in CRM)
☐ Continue prospecting (25 new outreach)
☐ Identify qualified leads from calls
Week 5:
☐ Prepare custom proposals for qualified leads (target: 2-3)
☐ Continue prospecting and follow-ups
☐ Goal: 5-8 meetings scheduled
Week 6:
☐ Send proposals to qualified prospects
☐ Schedule follow-up calls to discuss proposals
☐ Goal: First proposal accepted or clear path to close
PHASE 3: WEEKS 7-12 - CONVERSION & MOMENTUM
Weeks 7-8: Close first deals
Weeks 9-10: Document case studies, ask for referrals
Weeks 11-12: Generate referral pipeline, plan next quarter growth
90-Day Success Metrics
By end of 90 days, you should have: 150+ prospects contacted, 20+ discovery calls, 3-5 proposals sent, 1-2 deals closed or in final negotiation
