Sales Meeting Preparation Checklist & Agenda
Planning

Preparing for a sales meeting requires a detailed checklist to ensure all key points are covered effectively. An agenda
planning helps structure the discussion, focusing on objectives, leads, and closing strategies. This preparation boosts
productivity and aligns the sales team towards common goals.

Sales Meeting Preparation Checklist

Define meeting objectives and desired outcomes

Review previous meeting notes and action items

Analyze recent sales data and performance metrics

Prepare updates on current pipeline and key prospects

Collect feedback from team members on challenges and needs
Update supporting materials (slides, reports, handouts)

Set up meeting logistics (room, video call, invites)

Confirm participation of essential team members

Anticipate FAQs or objections related to sales targets

Outline follow-up actions to be assigned and tracked

Sample Sales Meeting Agenda

Welcome & Brief Overview of Meeting Objectives (5 min)
Review Previous Action ltems (10 min)

Sales Performance Update & Key Metrics (10 min)
Pipeline Review: New Leads & Opportunities (15 min)
Discussion: Challenges & Team Input (10 min)
Strategies for Closing & Next Steps (10 min)
Assignments & Action ltems (5 min)

Q&A and Open Discussion (5 min)

Summary & Meeting Adjournment (5 min)
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