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Sales Process Guide 

Perhaps something that could be considered an art form…because when you get 

it right, everything just flows. 

 
Of course, the first step to actually having a business is having clients…and paying 

ones at that. So we’ve compiled a short mini process that should help you 

understand the general idea of the process itself that you will customize over 

time, based on your character and personality. 

 
Following on from the Winning Clients Guide from the previous section, this 



 

 

section is about the logistics of what happens whether you’ve made the first sale, 

or you’ve made an upsell, or you’re talking to someone wanting to become your 

next clients. 

 
If you have followed the Winning Clients Guide, you will know that at some point 

there are going to be three important documents that will come into play; so 

these are included here for you in this section: 

• The [Proposal Template] can be customized, or even made from 

scratch…doesn’t matter whether you use this one we’ve given you, or find 

some other fancy one online. The bottom line is that every single meeting 

you go to, even if you haven’t sold anything to them yet, you need to bring 

a proposal. Do it to show the services, to show your recommendations you 

suggest for them; to show you’re a professional and you don’t have time to 

waste. Why? Because if they want a good job, they should sign up right 

then and there. 

 
• The [Basic Invoice Sample] is just that; a totally basic template you can 

customize. If it’s too basic for you, there are many other examples online 

you can use. The bottom line however is that once clients start coming in, 

you’ll need to have this invoice organized so you can start populating it 

with numbers. 



 

 

• [Terms and Conditions – For Client] needs careful customization, and 

potentially some advice from your lawyer. This is crucial if you want to have 

a long-standing relationship with clients, because many know they want a 

clear-cut contract of where they stand, and what they can and can’t expect 

of the relationship. 

 
• The [What We Need From You] is a document for you to send either before 

or after the sale is made; it’s a way to show the client you’re serious about 

doing business, that you know what you need from them to do the best job 

and that most importantly, you’re prepared. Remember, like the other 

documents, be sure to customize it with your own branding. 

Best of Luck! 


