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SOP Title
SOP Number:
Department:
Version:
Effective Date:
Prepared By: 







Revision History
	Version
	Date
	Description of Change
	Author
	Approver

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Purpose
Describe why this SOP exists. (e.g., “To standardize the sales process from lead capture through customer handoff, ensuring consistency, compliance, and efficiency.”)
	Description



Scope
Define which sales teams/roles this applies to.
	Description



Roles & Responsibilities
	Role
	Responsibility

	Role
	Description

	
	

	
	



Sales Tools and Systems
List the systems requirements.
	Description






Procedure
	1. Lead Management

	· Instruction 
· Instruction 
· Instruction 

	2. Sales Call / Discover

	· Instruction 
· Instruction 
· Instruction

	3. Proposal / Quoting

	· Instruction 
· Instruction 
· Instruction

	4. Closing

	· Instruction 
· Instruction 
· Instruction

	5. Post-Sale Handoff

	· Instruction 
· Instruction 
· Instruction






Documentation 
	Description




Sign-Off
	Name
	Role
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	









	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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