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ABC Training and Development
(Web site), 372

accent, 183

acceptance, 311-313

accessibility, 296

accountability, 325

accuracy, 298

achievement, 310-311, 331-333

acknowledging objections, 204, 207

Act! (software), 16, 97

ACT! 2000 For Windows For Dummies

(Mayer), 97

actor, 19

adaptability, 93

address book, 95

Advertising For Dummies (Dahl), 18

aftershave, 26

agenda, 299

agreement, soliciting, 172-173

alternative choice questioning
closing tips, 219-220
tie downs, 173-174

Amazon.com (Web site), 55

angry client, 298

animation, 183

anniversary, 265

answering service, 100, 258, 299

Anthony Robbins (Web site), 374

anxiety, 352

appearance. See also first impression
fact finding, 27
judgment of customers, 49
meeting and greeting, 26
trust building, 147

appointment, lost, 301-303

appointment-setting
commitment tips, 24-25
contacting basics, 130-131
cultural issues, 64
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gatekeeper tips, 140-142
overview, 129
referral-based, 250-252
vocabulary, 75
Arab culture, 63
arguing, 208-209
Asian culture, 63
assistant, 141-142
assumption, about <lient, 169
assumptive sellinig, 184
attachment, 2-mail, 15
attention span, 179
attitude
charaGieristics for success, 361
iniportance, 48
Jo versus hobby, 36-37
iearning, 349-350
preparation, 343
respectful treatment, 49-50
selling triangle, 12
technology, 92-93, 94
Attraction, Law of, 328
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background information, 162-163
back-order, 84
barrister, 19-20
belief, 320
Blanchard, Ken (One Minute Manager Meets
the Monkey), 296
blind carbon copy (BCC), 117
body language
culture, 63
fact finding, 163
first impressions, 144-145, 148-149
importance, 144
presentation guidelines, 184-185
retail environment, 153-154
trust building, 147
Body Language For Dummies (Kuhnke), 63
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brain strain, 41
breathing, 25
brevity
phone contact, 133-134
presentations, 179, 181
brochure
client-research tips, 57
overview, 190
product knowledge, 85, 86
bully personality, 62
burnout, 276, 280
Burton, Kate (Neuro-Linguistic Programming
For Dummies), 350
business
contact, 116-117
e-mail, 15
lead programme, 109
Web site, 274
Business Booster (Web site), 371
business card
cultural issues, 64-65
pertinent information, 100
scanner technology, 99
three-foot prospecting rule, 126
Business Link (business service), 108
Business Network International
(networking group), 105
Business Referral Exchange (networking
group), 105
business-to-business selliny
buyer types, 59-62
controversial topics, 157-158
information-gathering tips, 57
Internet prospecting, 277
vocabulary, 73-75
buying sign, 340
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calculator, 237
calendar, 294
caller ID, 14

car travel, 100, 301
case study, 346
catalogue, 57
celebration, 332

chair, 303
change
accommodation, 351-352
fear of, 316-317
qualifying questions, 168-169
children, 20, 151, 288
Christmas holiday, 66
client
assumptions about, 169
demonstration involvement, 193
fears, 67-72, 194
hesitation, 199-200
interest in, 360
lack of information; 201
list, 121-122
needs, 165-171, 258, 365
prejudgmernt, 43
product kiewledge tips, 87
prospsciuig list, 121-122
referra) sources, 244-245
rcseectful treatment, 49-50
“lizit name
culture, 63
first impression, 151-152
gatekeepers, 140-141
introductions, 151
phone greeting, 133
presentation problems, 197
client prequalification
basics, 165-171
definition, 22
importance, 344
phone contact steps, 136
referral benefits, 241
client research
benefits of Internet, 275-277
buyer types, 59-62
client’s perspective, 56
communication tips, 72-81
culture, 62-67
importance, 53-56
information use, 56
information-gathering tips, 57-58
laziness, 58
product offers, 55
sufficient information, 58
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client service and support
follow-up needs, 258
nuisances, 269-271
presentation tips, 188
prospecting, 124-125

clock, 303

closing objection
client fears, 229-234
higher authority statement, 228-229
sharp-angle statement, 225-228
stalls, 234-240
straightforward statements, 224-225

closing question
alternative choice method, 219-220
porcupine method, 221-222
request for sale, 217, 345-346
timing of close, 223
trial close, 218

closing sales
alternative choice strategy, 219-220
beginning of sale, 216
common mistakes, 339-340
definition, 215
deliberate mistake, 220-221
note taking, 224
overview, 29-30, 216
past views, 215
prequalified clients, 241
request for sale, 217
statements, 224-229
timing, 223
trial, 218-219

clothing
creativity, 116
culture, 63
first impressions, 143-144
meeting and greeting, 26
preparation, 343

club, 117, 243

clutter factor, 255

Coca-Cola (drink), 18

cold calling, 139

colleague, 245

colour, product, 84

comfort zone, 43

commission, 73, 74
commitment, 357-358
committee presentation, 209-210
common ground, 154-158
communication. See also listening;
non-verbal communication
buyer types, 59-62
common mistakes, 339
cultural differences, 62, 63
fact finding, 27, 160-165
follow-up style, 261-263
importance of client research, 54
meeting and greeting, 26
pros and cons appreach, 231-232
prospecting sources, 106-114
studying tips,4C
three-foot prospecting rule, 125-127
word cheice: 72-80
Comparnies douse (Web site), 57
compairy lead programme, 109
comany Web site, 274
souiparing products, 84
competence, 44-48
competition
clutter factor, 255
follow-up contact, 270
personal service, 187-188
product knowledge, 89-90
stalls, 239-240
compliment, 155, 162
computer
activity planner, 286
necessity, 16
overview, 91
virus, 15
condition, 203
conference, 243
confidence, 354, 360
confirmation letter
client contact basics, 131
function, 24
importance, 345
phone contact steps, 139-140
confusion, 352
conscious competence, 47
conscious incompetence, 45-47
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contact management software
benefits, 96
fluffy time, 285
necessity, 16
overview, 95-96
planning time, 294-295
self-management, 283
types, 97-98
contract
goal setting, 329-331
vocabulary, 73, 74, 75
controversial topic, 157-158
convenience, 132
cool and clinical personality, 60-61
cost, product
basic product facts, 84
client fears, 69-70
flushing out technique, 205-206
stalls, 234-238
vocabulary tips, 73, 74
couple, 151, 208
courtesy, 131, 133, 245
cover letter, 23
cover sheet, 197
Craig Beck (educational company), 42
creation of product, 284
creativity
clothing, 116
follow-up, 257, 259
gatekeepers, 14, 140, 14?2
job versus hobby, 37
prospecting tips, 23-z1
credibility, 85
Credit Safe (research service), 117
criticism
failure, coping with, 318-319
productive mistake, 54
rehearsal tips, 353
crossed arms, 185
culture, 62-67, 150
customer. See client

Customer Relationship Management (CRM)

software, 16
customer service and support
follow-up needs, 258
nuisances, 269-271
presentation tips, 188
prospecting, 124-125
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Dahl, Gary (Advertising For Dummies), 18

date, of delivery, 84
deal, 73, 74
deal-maker personality, 60
debt, 57, 69-70
decision-maker
client research, 59
fears, 69-72
first impression, 143-145
gatekeeper types, 140-142
overview, 140
prequalifying basics, 169-170
presentation infiuences, 179
The Definitive ook of Body Language
(Pease =ndPease), 184
deliberate mistake, 220-221
delivery date, 84
derncnstration
basic product facts, 84
control of presentation, 189
disasters, 194-197
overview, 193-194
thank-you note, 264
department head, 59
deposit, 73, 74
depression, 308
desire, 322-323, 368-369
desk, 295-296, 303
detail, 341
diary
productivity, 290
sales evaluation, 355-356
task categories, 285
dictionary, 77
direct mail
follow-up methods, 260-261
overview, 14
prospecting, 112
response rate, 14
directory, 277
discouragement, 313-317
dissatisfaction, 69, 125
distributor, 85
doctor, 19
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dress

creativity, 116

culture, 63

first impressions, 143-144

meeting and greeting, 26

preparation, 343
Dun & Bradstreet (research service), 117
duplicate task, 298
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easy sale, 203
Edison, Thomas (inventor), 43, 318
education
attitude, 349-350
characteristics for success, 362
client involvement in demonstration, 193
comfort zone, 43
common misunderstanding, 338
continued studies, 40-42
equipment, 89
failure, coping with, 318
learning curve, 44-48
mistakes, 43, 44, 54
self-critiques, 356-357
strategies, 41
technology advancements, 92-23. Y+
Web sites, 372
educational programme, 42
electrical outlet, 194-195
e-mail follow-up, 261, 252
e-mail solicitation
client contact basics, 130
legal issues, 15-16
overview, 15
prospecting, 112-113, 116-117
embarrassment, 71
emergency situation, 288-289
emotional attachment, 36, 37-39
empathy, 230
employee, 109, 118-119
empty promise, 244
enthusiasm
characteristics for success, 360, 361
effects on friends and family, 22, 106
importance of prospecting, 104
motivating factors, 308-313
versus negative thinking, 300-301

overview, 307-308
prequalifying basics, 170
presentation guidelines, 183
rehearsal tips, 353
selling triangle, 12
written goals, 327
environment, learning, 350
etiquette
colleague referrals, 245
cultural issues, 62-67
discussions with working people, 118
mobile phone, 304
evaluation, 355
evasiveness, 61
exhibition profile, 117
expectation, 322, 218, 351
eye contact
first impreszion, 145, 147, 148-149
presentation guidelines, 185
referra steps, 249

of e
face-to-face prospecting, 113-114
facility tour, 88-89
fact finding
appearance, 27
overview, 26-27
strategies, 160-165
failure. See mistake
family
benefits of selling, 39
change, 352
emergency, 288-289
goal setting, 325
importance of client research, 55
job satisfaction effects, 34-35
life balance, 294
planning time, 295
prospecting, 106-107
referral sources, 243
fear
of change, 316-317, 352-353
client’s, 67-72, 194, 229-234
failure, 315-316
security, 309
technology, 92-93
tips for success, 368
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Feel The Fear and Do It Anyway
(Jeffers), 351
Financial Times (newspaper), 280
financing, 85
first impression. See also appearance
clothing, 143-144
importance, 344
non-verbal communication, 144-145
overview, 143
rapport building, 145-146
steps, 147-152
flexibility, 39, 93, 293
fluffy time, 284-285
flushing out technique, 205-207
follow-up
answering service, 100
client needs, 258
common mistakes, 342
direct mail method, 260-261
nuisances, 269-271
overview, 255-256
phone methods, 258-260
prospect response, 257
success journal, 271-272
system, 267-268
targets of follow-up, 256
time management, 304
writing style, 261-263
food, 67
France, 66
free estimate, 24
friend
effects of enthusiasm, 22
life balance, 294
planning time, 295
prospecting, 106-107
referral sources, 243
selling situations, 20
Friends Reunited (Web site), 277-278
Front Range (software), 373
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gatekeeper
creative messages, 14, 140, 142
definition, 140
face-to-face prospecting, 113
types, 140-142

gesture, 185
gift giving
cultural issues, 66
gatekeeper tips, 142
versus thank-you note, 267
glancing away, 185
goal setting
characteristics for success, 360
day planning, 292-293
goal achievement, 331-333
life balance, 325
long-term goals, 323-324
medium-range goal, 324
overview, 321-322
principles, 322-3%3
selling trianglz, 12
short-term goai, 324-326
tips for success, 364
written goals, 326-331
GoldMine For Dummies (Scott), 97
Geicliiine (software), 16, 97, 373
Geugle Maps (Web site), 100
gratitude, 134, 165
greed, 341
greeting
first impression, 149-150
phone contact steps, 133
retail environment, 152, 153
guiding language, 166
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Haji-loannou, Stelios (easylJet creator), 300
handshake
first impressions, 143, 147, 150-151
meeting and greeting, 26
harassing clients, 269
headset, 299
health
life balance, 294
negativity, 328
technology burnout, 276
hesitation, 199-200, 346
Hiam, Alexander (Marketing
For Dummies), 120
hobby
client’s background, 162
versus job, 36-39
presentation conversation, 157
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home
e-mail, 15
presentation, 156-157
honesty, 70, 111, 309
hotel, 64
humour
failure, 319
presentation problems, 196
prospecting tips, 23
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imagery, 134
important activity, 285, 286-287
income
characteristics for success, 361
Law of Attraction, 328
security, 309
spending versus investing time, 282-283
indirect comparison, 237-238
instant-gratification society, 327
instinct, 204
integrity, 240
Internet sale
advantages of Internet, 273-274
integrity of Internet information, 274
Internet versus alternative medium,
274-277
jargon, 76
new economy, 92-93
overview, 16-17, 273
presentations, 278-279
prospecting, 277-278
relationship building, 280
telemarketing, 279
interpreter, 63
interruption
learning environment, 350
presentation, 180-181
time management, 303, 304
interview, 89
introduction
cultural issues, 63-65
first impression, 151-152
names, 151
phone contact steps, 133-134
three-foot prospecting rule, 125-127

introductory letter, 31, 112
inventory level, 84

investing time, 282-283
involvement question, 174, 176
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jargon, 76-77, 176

jealousy, 311-312

Jeffers, Susan (Feel The Fear and Do It

Anyway), 351

jewellery, 26

job
versus hobby, 36-39
satisfaction, 33-24
work space, 295-297, 303

job schedule
charactericiics for success, 361
commaon time traps, 297-303
fluffy tiine, 284-285
foniow-up system, 268
investing versus spending time,

282-283

life balance, 294
planning time, 294-295
task categories, 285-289
time audit, 289-293
time off, 346-347

journal, 271-272
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knowledge, product
basic facts, 83-85
brochures, 85
client questions, 85
customer’s knowledge, 17
overview, 83
replacement cycles, 120-121
selling triangle, 12
sources, 85-90
Kuhnke, Elizabeth (Body Language
For Dummies), 63
Kushner, Malcolm (Public Speaking
For Dummies), 246



382

Selling For Dummies

o/ o

language
difference, 63, 64
fact-finding strategies, 164-165
objection handling, 212-213
prequalifying basics, 166
presentation guidelines, 182, 184
profanity, 158
slang, 158
word choice, 72-80
laughter, 319
Law of Attraction, 328
laziness, 58
lead
customer list, 56, 121-122, 277
definition, 22
fear of change, 316
prospecting sources, 106-114
leaning forward/back, 184, 185
learning
attitude, 349-350
characteristics for success, 362
client involvement in demonstration, 193
comfort zone, 43
common misunderstanding, 338
continued studies, 40-42
curve, 44-48
equipment, 89
failure, coping with, 318
mistakes, 43, 44, 54
self-critiques, 356-357
strategies, 41
technology advancements, 92-93, 94
Web sites, 372
legal issue, 15-16
letter, confirmation
client contact basics, 131
function, 24
importance, 345
phone contact steps, 139-140
leverage, 329, 331
library, 57
life balance, 294, 325
list broker, 56, 277

listening. See also communication
common mistakes, 338-339
deliberate mistakes, 220, 221
exercises, 81
fact finding, 163
non-verbal cues, 184-185
objection handling, 210
overview, 80
phone contact steps, 136
presentation guidelines, 183
referral sources, 246-247
tips for success, 366

long-term goal, 323-324

lost item, 297-298

lottery ticket, 23

Lowe, Doug (PcwerPoint 2000 For Windows

For Dummies), 95

loyalty, 72,122

luck, 32%

lunch, 500

lying
customer fears, 70
deliberate mistakes, 221
stalls, 240
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mailing
follow-up methods, 260-261
overview, 14
prospecting, 112
response rate, 14
Maltz, Maxwell (doctor), 316-317
manager, 271, 300
managing time
accounting tips, 289-293
characteristics for success, 361
common time traps, 297-303
fluffy time, 284-285
follow-up, 304
life balance, 294
overview, 281
planning time, 294-295
prospecting, 104
selfishness, 303-304
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self-management, 283
spending versus investing time, 282-283
task categories, 285-289
tips for success, 367
work space organization, 295-297
map, 100
market research
benefits of Internet, 275-277
buyer types, 59-62
client’s perspective, 56
communication tips, 72-81
culture, 62-67
importance, 53-56
information use, 56
information-gathering tips, 57-58
laziness, 58
product offers, 55
sufficient information, 58
Marketing For Dummies (Smith and
Hiam), 120
married couple, 151, 208
maths, 237
Mayer, Jeffrey L. (ACT! 2000 For Windows
For Dummies), 97
medical research, 55-56
medium-range goal, 324
meeting, sales, 299-300
meeting clients
appointment-setting tips, 24-25
culture, 63
first impression, 143-152
importance of rapport, 28
importance of research, 54
nerves, 25-26
punctuality, 364
rapport establishment, 145-146
self-management, 283
time traps, 367
vocabulary, 73, 75
memory, 72, 354
mentor, 108
Microsoft software
Office, 95
Outlook, 290
PowerPoint, 94-95

mistake
anti-failure formula, 317
client fears, 68-69, 71-72
closing tips, 220-221
coping tips, 318-320
de-motivators, 314-316
learning, 43, 44, 54
most common, 337-342
versus procrastination, 298
rehearsal, 353
self-doubt, 314-315
mobile phone, 304
model, product, 83-84
Modern Selling (Web zite), 372
MoneyPenny (answering service), 100
motivation
de-motivaters. 513-317
influences, 208-313
overview 308
shor=term goals, 326
tzeinological change, 93
written goals, 329-331
1ultilingual salesperson, 182
music, 95
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name, client
culture, 63
first impression, 151-152
gatekeepers, 140-141
introductions, 151
phone greeting, 133
presentation problems, 197
name, product, 83
natural market, 106
negative feedback, 318-319
negative thought, 300-301, 328
negotiation, 65, 208-209
nervousness, 25, 133, 139
networking
follow-up clients, 256, 263
referral requests, 30-31
referral sources, 243-244
self-employed prospecting, 105
social circle prospecting, 114-115
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Neuro-Linguistic Programming For Dummies
(Ready and Burton), 350
new economy, 92-93
news article, 57
newspaper, 123-124, 274
Nightingale-Conant (educational
company), 42
no, saying, 302, 317
non-verbal communication. See also
communication
culture, 63
fact finding, 163
first impressions, 144-145, 148-149
importance, 144
presentation guidelines, 184-185
retail environment, 153-154
trust building, 147
note taking
closing tips, 224
fact finding, 161-162
learning tips, 89
questioning tips, 172
referrals, 250
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objection, closing
client fears, 229-234
higher authority statement. 225-229
sharp-angle statement, 225-228
stalls, 234-240
straightforward statenients, 224-225
objection, handling
basic strategies, 202-209
client’s lack of interest, 202
closing tips, 224
condition versus objection, 203
hesitation, 199-200
lack of information, 201
overview, 29, 345
six-step process, 209-213
vocabulary, 73, 74
objective, presentation, 180
observation, 154, 357
office manager, 59
old economy, 92

One Minute Manager Meets the Monkey
(Blanchard), 296
one-call sale, 13
open mind, 351-352
opportunity, 319
opt-in e-mail list, 16, 112
organization
follow-up system, 268
presentation, 65
time traps, 297-298
work space, 295-297
orphan client, 121
Outlook (Microsoft software), 290
ownership question. 218
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paperwork, .87, 296
paraphvasing, 136, 211
parent, 20
patonce, 208, 257, 351
nayment plan, 234-235
Pease, Alan and Barbara (The Definitive
Book of Body Language), 184
people skills, 364-365
perfection, 47, 356
perfume, 26
personal digital assistant (PDA), 98, 304
personal space, 64
personality
buyer types, 59-62
successful salespeople, 359-362
person-to-person selling, 17-18
perspective, 365
Peter Thomson International
(Web site), 374
phone contact. See also telemarketing
appointment-setting process, 132-140,
250-252
basics, 130, 131
emergency situation, 289
follow-up methods, 258-260
nuisance follow-ups, 269-270
technology, 99
thank-you note, 264
time management, 296-297, 298, 299
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photograph, 23
picture, 95
pitch. See presentation
planning time. See time management
plug socket, 194-195
politician, 20
politics, 157
porcupine method, 221-222
positive thinking
characteristics for success, 361
failure, coping with, 318-320
job versus hobby, 36-37
motivating factors, 308-313
versus negative thinking, 300-301
overview, 307
power, 179
PowerPoint 2000 For Windows For Dummies
(Lowe), 95
PowerPoint (Microsoft software),
94-95, 187
pregnant pause, 186
preparation, 343, 363
prequalifying clients
basics, 165-171
definition, 22
importance, 344
phone contact steps, 136
referral benefits, 241
presentation
control, 189
cultural issues, 65
disasters, 194-197
general guidelines, 181-187
importance, 344
influences, 178-181
Internet sales, 278-279
overview, 27-28, 177
role of customer service, 188
software, 94-95, 187
thank-you note, 264
trust, 187-188
press release, 260
pride, 156-157
prioritising tasks, 286
privacy, 296
procrastination, 298

product cost
basic product facts, 84
client fears, 69-70
flushing out technique, 205-206
stalls, 234-238
vocabulary tips, 73, 74
product demonstration
basic product facts, 84
control of presentation, 189
disasters, 194-197
overview, 193-194
thank-you note, 264
product knowledge
basic facts, 83-85
brochures, 85
client questiouns; £5
customer’s nowledge, 17
overview, &2
replacenent cycles, 120-121
selling riangle, 12
sousces, 85-90
Droduct sample
client fears, 68, 72
presentation guidelines, 186
product knowledge, 87
productive mistake, 43-44, 54
productivity
goal setting, 323
planning tips, 293
time audit, 290-291
profanity, 158
professional association, 117, 243
Professional Speakers Association, 373
professionalism, 131, 133, 242
promise, 244
pros and cons approach, 230-234
prospecting
business contacts, 116-117
company lead programme, 109
confirmation letter, 24
consumer leads, 22, 118-119, 121-122
customer support, 124-125
definition, 103
e-mail solicitation, 112-113, 116-117
employees, 109
face-to-face interaction, 113-114
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prospecting (continued)
family, 106-107
follow-up prospects, 256, 257
friends, 106-107
importance, 103-104
Internet sales, 277-278
mailing, 112
mentors, 108
newspapers, 123-124
overview, 21-22
prequalification step, 22
reciprocal sales, 117-118
replacement cycles, 119-121
sales diary, 355-356
self-employment, 105
social circle, 114-115
starting point, 104-105
technological advancements, 122-123
telemarketing, 110-112
thank-you note, 24
three-foot rule, 125-127
tips for getting noticed, 23-24
Web sites, 107-108

public speaking, 46, 245-246

Public Speaking For Dummies (Kushner); 246

punctuality, 64, 138, 364
purchasing agent, 59
pushy salespeople, 339
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qualifying clients. See prequalifying clients

question
alternative choice, 173-174, 219-220

appointment-setting of referrals, 251-252

day planning, 291-292
fact-finding strategies, 160-165
importance, 171

involvement technique, 174, 176
jargon, 176

note taking, 172

objection handling, 211, 212
phone contact steps, 135-136
prequalifying basics, 165-171
presentation control, 189
product knowledge, 85, 87

referral requests, 247-248
retail environment, 153-154
telemarketing tips, 111-112
tie-downs, 172-173
tips for success, 366
question, closing
alternative choice method, 219-220
porcupine method, 221-222
request for sale, 217, 345-346
timing of close, 223
trial close, 218
quotation, 23
Quotations Page (Web site), 23
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radio advert; 1&
rapport
common ground, 155-156
cenpetition’s product, 90
exanple, 146
ilmportance, 28
meeting and greeting, 26, 28
overview, 145
sincerity, 146
rate, of speech, 158, 183
Ready, Romilla (NVeuro-Linguistic
Programming For Dummies), 350
rebound method, 221-222
recap, 181
receptionist, 113, 140-141
recognition, 311
record keeping, 289-290, 333
referral
appointment-setting, 250-252
benefits, 241-242
client contact basics, 130, 131
common ground, 155
follow-up clients, 256
overview, 241
professionalism, 242
request, 30-31
sources, 242-247
steps for success, 247-249
thank-you note, 264, 265
timing, 244, 246-248



Index 38 7

rehearsal, 352-353
rejection, 307, 317
relationship building
culture, 63
importance of follow-up, 255
Internet sales, 280
referral sources, 247
technological advancements, 92-93
religion, 157
remote presentation, 185-187
repetition, 181
replacement cycle, 119-121
research, client
benefits of Internet, 275-277
buyer types, 59-62
client’s perspective, 56
communication tips, 72-81
culture, 62-67
importance, 53-56
information use, 56
information-gathering tips, 57-58
laziness, 58
product offers, 55
sufficient information, 58
Resource Development International (Web
site), 373
respect
cultural issues, 64
first impressions, 151-152
gatekeepers, 113
objection handling, 200
prejudgment of custoiners, 49
response rate, 14
restaurant, 67
retail environment, 152-154
risk taking, 310
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Sage CRM (software), 97
Sage SalesLogix (software), 98
The Sales Board (Web site), 373
sample, product
client fears, 68, 72
presentation guidelines, 186
product knowledge, 87

Sandler Sales Institute (Web site), 374
satellite navigation, 100
scanner, 99
scarlet pimpernel personality, 61-62
schedule, work
characteristics for success, 361
common time traps, 297-303
fluffy time, 284-285
follow-up system, 268
investing versus spending time, 282-283
life balance, 294
planning time, 294-295
task categories, 285-289
time audit, 289-292
time off, 346-347
Scott, Joel (Golaifine For Dummies), 97
screening calls, 14, 140, 258
script, 111,245, 353
search engine, 274
seconua'y activity, 285, 287, 288
secretary
Luyer personality types, 61
1ace-to-face interaction, 113
phone follow-up, 258-259
technology tips, 100
security, 309-310, 314
self-acceptance, 312-313
self-discipline, 293, 354
self-doubt, 314-315, 354
self-employment, 105
selfishness, 167, 303-304
self-management, 283
selling
benefits, 39
common misunderstanding, 337-338
definition, 11-13
enjoyment of, 33
main methods, 13-18
triangle, 12
selling cycle. See also specific steps in cycle
common mistakes, 341-342
overview, 21
steps, 21-31
senior salesperson, 88, 92, 108
senses, 190, 192
service attitude, 39
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setting appointments
commitment tips, 24-25
contacting basics, 130-131
cultural issues, 64
gatekeeper tips, 140-142
overview, 129
referral-based, 250-252
vocabulary, 75
shadowing salespeople, 88
short-term goal, 324-326
signature, 75
silence, 233
sincerity, 146, 155, 340-341
slang, 158
smart phone, 99
smiling
body language basics, 145
nervousness, 143
telemarketing, 148
trust, 147, 148
Smith, Craig (Marketing For Dummies), 120
software. See also specific types
follow-up system, 268
necessity, 16
presentations, 94-95, 187
technological advancements, 93
solicitor, 19-20
solo time, 303
solution, 170-171, 174
spam, 15, 16
speaking skill, 46, 245-218
special offer, 260
specificity, 324
spending time, 282-283
spouse, 20
stalling, 29, 235-240
stand-up meeting, 300
stock exchange, 280
storyboard, 326
storytelling, 238-239
studying, 89, 350
subject line, 15
success
characteristics, 359-362
cold calling, 139
continued learning, 41
definition, 38
focus on goals, 364

goal achievement, 331-333

hard work, 327

job satisfaction, 33

journal, 271-272

listening, 366

meeting times, 367

others’ perspectives, 365

people skills, 364-365

preparation, 363

punctuality, 364

questions, 366

real-life examples, 1-2

time off, 354

visualization procesz, 40
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SugarCRM (software), 98
suggestive selling, 184
support systam, 325
supren.¢ «iiraction system, 326-328
survey; ov, 111, 136
syrlathy, 164-165
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tacking, 156
talking speed, 158, 183
teaching, 245-246, 357-358
teaser, 259
technology. See also specific types
advantages, 94
attitude, 92-93, 94
burnout, 276, 280
disasters, 194-196
emergency situation, 289
function, 17
motivation for change, 93
overview, 91
prospecting strategies, 122-123
remote presentations, 186
telemarketing. See also phone contact
agency, 109
goals, 112
Internet sales, 279
overview, 13-14
presentation guidelines, 185-187
pros and cons, 110
prospecting, 110-112
smiling, 148
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tension, 25-26, 164
Tesco (retailer), 55
testimonial, 70, 191, 346
thank-you note
versus gift, 267
presentations, 264-267
prospecting tips, 119
selling cycle, 24
third-party information, 72
three-foot rule, 125-127
tie-down, 172-173
time
appointment, 137
audit, 289-290
presentations, 179-180
time management
accounting tips, 289-293
characteristics for success, 361
common time traps, 297-303
fluffy time, 284-285
follow-up, 304
life balance, 294
overview, 281
planning time, 294-295
prospecting, 104
selfishness, 303-304
self-management, 283
spending versus investing tims,; 282-283
task categories, 285-289
tips for success, 367
work space organization. 295-297
Toastmasters Internaticnal (Web site), 372
Tom Hopkins International (Web site), 371
tone, of voice, 145, 164-165
toy, 23
trade talk, 76-77
training seminar
product knowledge, 86-87, 89
view of, 42
transportation, 289
travel
emergency situation, 289
self-management, 283
technology, 100
time traps, 301
travel agency, 100
trial close, 218-219

triangle, selling, 12
trust
client fears, 67, 70, 71
culture, 63
first impression, 147, 150-151
Internet information, 274
presentation tips, 187-188
technological advancements, 93
TV advert, 18
two-stage presentation, 180-181
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unconscious comp«tence, 47-48
unconscious incowmipetence, 44-45
unknown, fear or, 71
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rerbal confirmation, 131
video
conferences, 186-187
presentations, 95, 191
streaming technology, 279
testimonials, 70
virtual secretary, 100
visual aid
company-supplied, 190-191
components, 189-190
developing, 191-192
follow-up style, 262
non-verbal communication, 185
overview, 189
presentation disasters, 196
remote presentation, 187
visualization, 40, 326
vocabulary
common mistakes, 339
development, 77-80
first impression, 145
jargon, 76-77
overview, 72-73
replacement words, 73-76
voice mail, 14, 258
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waiter/waitress, 19
warm market, 106
weakness, 368
weather, 155
Web sites
contact management programs, 97-98
information-gathering tips, 57
Internet prospecting, 277-278
online maps, 100
online presentations, 278-279
prospecting, 107-108
ten best, 371-374
wireless phone, 99
women, 63
word choice
common mistakes, 339
first impression, 145
jargon, 76-77
overview, 72-73
replacement words, 73-76
vocabulary development, 77-80
work
versus hobby, 36-39
satisfaction, 33-36
work space, 295-297, 303

work schedule
characteristics for success, 361
common time traps, 297-303
fluffy time, 284-285
follow-up system, 268

investing versus spending time, 282-283
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time audit, 289-293
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