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Course Description and Objectives:
This course will be an overview of professional selling with an emphasis on the sales process.  Areas to be covered will include buyer/seller interaction, sales as a career, and other sales topics.  The course is designed for the student to gain a greater appreciation, understanding, and respect for sales, especially the interpersonal communication process.  The student should also gain a better understanding of how sales fits into the overall marketing function and the organization as a whole.

Three Reasons to Take Professional Selling:
I. Long-term career preparation

For students aiming their life towards a career in sales this class will expose you to the realities of that career.  It will be your opportunity to begin the process of becoming a professional salesperson.  There are many rewarding and profitable opportunities in sales.  But, just as in any profession, you must prepare yourself.  This class will help you understand and begin to master some of the fundamentals of the selling profession.  

II. Getting your foot in the door

The second group of students that will benefit from this class include those who see sales as a way to start or accelerate their career.  It is a fact that many entry-level positions are in sales.  It’s also true that many firms expect all management candidates to have "field" experience.  Sales can be your “foot in the door” at many firms.  By studying and understanding how business relationships are created and maintained you will be ready to jump-start your career. 

III. Job security
Lastly, there are the students who are not expecting to find themselves directly in the role of salesperson, but understand that all employees are expected to help their firm maintain the firm’s business relationships.  Accountants, architects, engineers, advertising specialists, logisticians, purchasers, financial analysts and many others are being teamed up to help the firm craft solutions to its customers' problems.  Direct customer contact and relevance is highly valued.  The employee, who is not only competent in their specialty but can also help a firm build and maintain relationships will find much greater job security.

Required Texts:

Weitz, Barton A., Stephen B. Castleberry and John F. Tanner (2001) Selling: Building Partnerships, 4th Edition.  Chicago: Irwin.

Policies:
Attendance:  It is expected that students will attend each class.  Attendance will be taken and 3 points will be deducted for each unexcused absence.  If you do not provide a reason for your absence I will record your absence as unexcused. At the first of class attendance will be taken. Showing up after attendance has been taken will be recorded as an absence.  Please note that attendance is necessary but not sufficient to receive a good class participation grade.

Participation:  This course is designed to foster class discussion and interchange of ideas.  The key to this approach is that students prepare before class and are willing to share their viewpoints.  Class participation points will be based on each student’s daily contribution to class discussion.  Students are expected to volunteer comments and questions; in addition, students will be chosen at random to contribute to the discussion or to answer questions.  Students who are unprepared or unwilling to contribute to the class discussions will receive lower class participation grades. Reading assignments, therefore, are to be read before class and students should be ready to discuss the material.  Several short written assignments will also be distributed throughout the semester. The quality of this work will be factored into your participation grade.

Major Assignments:  Written and oral presentation assignments are due on the date assigned.  Late assignments will be assessed a one-grade reduction for each day late-- NO EXCEPTIONS.

Examination:  Test questions will include multiple choice, true/false, short answer, and essay.  The book should act as a supplement to class lectures.  Lectures, text material, and guest speaker information will be included on the mid-term exam.  The exam will be given as scheduled. Only in extreme cases will a MAKE-UP exam be given. Expect the make-up exam to be much more difficult than the regular exam. 

Academic Misconduct:  In accordance with University of Kentucky policy the minimum penalty for academic misconduct will be the assignment of a grade of E for the course.  If appropriate, the student may also be suspended, dismissed, or expelled. (Academic misconduct is not worth the risk.)

Grading Structure:

	Grade Distribution:




Scale for Final Grade:

Mid-term Examination

150 points

A
900 – 1,000 points

Class Participation

100 points

B
800 – 899 points

Role Playing & Scripts

100 points

C
700 – 799 points

Sales Proposal


200 points

D
600 – 699 points

Sales Presentation

150 points

E
less than 600 points

Buyer & Buyer Report

150 points

Final Project


150 points





-----

Total Points


1,000 points

ALL GRADES ARE FINAL


Class Schedule

	Date
	Assignment
	Class Topic

	Thursday

January 16th
	
	Overview of Semester

	Tuesday

January 21st 
	Chapter 1 


	Selling and Salespeople

	Thursday

January 23rd 
	Chapter 2
	Building Partnering Relationships

	Tuesday

January 28th 
	Chapter 3
	Ethics and Legal Issues in Selling

	Thursday

January 30th 
	Chapter 3 

Chapter 4
	Ethics and Legal Issues in Selling (cont’d)

Buying Behavior and the Buying Process

	Tuesday

February 4th 
	Wallace
	Guest Speaker – Kyle Kerr

	Thursday

February 6th 
	Chapter 4

Sales Proposal Topics Due
	Buyer Behavior and the Buying Process (cont’d)

	Tuesday

February 11th 
	Chapter 5
	Using Communication Principles to Build Relationships

	Thursday

February 13th 
	Chapter 5
	Using Communication Principles to Build Relationships (cont’d)

	Tuesday

February 18th 
	Chapter 6
	Adaptive Selling for Relationship Building

	Thursday

February 20th 
	Chapter 6
	Adaptive Selling for Relationship Building (cont’d)

	Tuesday

February 25th 
	
	Mid-term Examination

	Thursday

February 27th 
	Chapter 7
	Prospecting

	Tuesday

March 4th  
	Chapter 8

Chapter 9
	Planning the Sales Call

Making the Sales Call

	Thursday

March 6th  
	Chapter 9

Chapter 10
	Making the Sales Call (cont’d)

Strengthening the Presentation

	Tuesday

March 11th 
	Chapter 11


	Handling Objections

	Thursday

March 13th 
	Sales Proposal Due
	Guest Speaker - Ben Keam

	Tuesday

March 18th 
	Spring Break
	No Class

	Thursday

March 20th 
	Spring Break
	No Class

	Tuesday

March 25th 
	Chapter 12
	Obtaining Commitment

	Thursday

March 27th 
	APP
	Guest Speaker

Steve Stone 

	Tuesday

April 1st  
	Role Play
	Prospecting (Script due)


	Thursday

April 3rd  
	Role Play
	Demonstration (Script due)

	Tuesday

April 8th 
	Role Play
	Handling Objections and Closing the Sale (Script due)

	Thursday

April 10th 
	
	Presentations (Final project due April 29th) 

	Tuesday

April 15th 
	
	Presentations (Final project due April 29th)

	Thursday

April 17th 
	
	Presentations (Final project due April 29th)

	Tuesday

April 22nd 
	
	Presentations (Final project due April 29th)

	Thursday

April 24th 
	
	Presentations (Final project due May 1st)

	Tuesday

April 29th 
	Final Projects Due for presentations on April 10,15,17,22 
	Presentations (Final project due May 6th before noon)

	Thursday

May 1st  
	Final Projects Due for presentations on April 24th 
	Interviewing 


*Students presenting on April 24th and 29th, your final projects are due one week from the presentation date. 

SALES PROPOSAL GUIDELINES

You choose the product you would like to sell.  (You must assume that the company you are selling to has never purchased any product or service from you or your company before and you do not personally know the buyer.)You might wish to choose a product that is related to your career goals or personal interests.  The type of product or service you are selling, the organization you will be representing, and the organization you will be selling to is due February 6th . (This must be typed and approved before starting. Changing the topic after the topic after it has been approved will result in a 5 point deduction unless you have a really good reason.) As a salesperson it is your responsibility to develop your own proposal and presentation.  By listening in class, reading the text, observing and talking to salespeople, and through your own creative ability, you must develop a sales proposal and deliver a presentation that SELLS.  (Some products are easier to sell than other products.  The degree of difficulty and creativity is factored into your grade. The more difficult the sell and the more creative the situation, the more lenient the grading.  Easy sells (e.g., Nike wear, Ping golf equipment, etc.) with little creativity will be graded much stricter.

Your sales proposal is due March 13th.   Submit two typed copies.  One is for me and the other is for the buyer.  (If you want a copy for yourself you will need to make three copies.)  Failure to turn in two copies of your proposal at the beginning of class on March 13th will result in a deduction of 15 points.
Your proposal should set the stage for your presentation. It should contain information about the product, your company, your market, and any significant environmental factors. Also, include the characteristics and needs of your prospect. (To get an idea of the type of information in sales proposals, talk to salespeople that have developed proposals and/or buyers that may have received proposals.  I will also give you a copy of “How to Write Winning Proposals”. Use this handout to help structure your proposal and assure all major components of the proposal are included. Following this handout will make your job much easier.)  Same proposals are also in the Management Suite waiting area (Room 455).

Do not include derogatory competitive information in the proposal, but know about the competition because your buyer will.

See the sheet on “Elements of a Sales Proposal” for guidance.  The length of your proposal will vary with the product and the situation.  The proposal should be long enough to get the job done. The length of the papers generally runs seven to ten pages double spaced.  Some have been as long as 20 pages. 

Prospect information is typically not included in proposals.  However, you are REQUIRED to include a description on your prospect  (the individual) and the company you are selling to.  A description of your prospect is required so that the buyer knows what the situation is and the role he or she plays.  Make it so precise that we fully understand buyer behavior (Chapter 4).  Prospect information includes a detailed description of the organization you are selling to and a detailed description of the individual representing the organization in your sales presentation.  (Failure to include complete prospect information will result in a deduction of 10 points. 

General Grade Deductions
1. Insufficient prospect information will result in a ten-point deduction. The prospect information should provide a challenging scenario for the seller. You should provide detailed information about the specific individual that is your buyer and the company that the buyer represents.

2. Spelling and Grammatical errors will also be penalized.  There will be a deduction of three points for each spelling error when four or more words are misspelled.  A deduction of ten points will be made for excessive grammar errors. (Consider finishing your proposal early and taking it to the writing center.)

3. Failure to sign your letter (both copies) will result in a deduction of ten points.

4. Failure to turn in two copies will result in a deduction of 15 points.

ELEMENTS OF A SALES PROPOSAL*
1. Cover letter or memo

2. Title page or cover

3. Reverence to authorization

4. Table of contents

5. List of illustrations

6. Proposal summary or abstract

7. Purpose

8. Problem or need

9. Background information

10. Benefits of the proposal

11. Description of the proposed solution 

(Include each product or service feature and the corresponding benefit)

12. Evaluation plan

13. Qualification of personnel

14. Time schedule

15. Cost or price

16. Glossary

17. Appendices

18. Bibliography

*Not all elements may be appropriate in every situation.  However, make sure the elements that are appropriate are included.  See the handout for an explanation of each element.  All reports should contain at least items 1, 2, 4, 6, 7, 8, 9, 10, 11, 14, 15, and 18.

For more detailed information you will be receiving a handout entitled “How to Write Winning Proposals” describing each of the 18 elements.

To build credibility with your prospect, sSomewhere within the proposal include information about the product, your company, your market, and any significant environmental factors.  This information should be used as a selling tooling for communicating how you and the company can benefit the buyer.

BE CREATIVE!!!  Creativity makes the difference between a grade of an “A” and a “B’, and a “B” and a “C”.

REMINDER – Remember to include prospect information on the company and the individual at the front of the proposal.
SALES PRESENTATION GUIDELINES

The presentation is limited to ten minutes—maximum.  At the eight-minute point I will indicate that you have two minutes remaining to close the sale.

I will assign you a buyer.

The buyer will receive a copy of your sales proposal.  Based upon the information contained in your proposal and additional research on the product and the competition, the buyer will ask questions and raise objections.  (Whereas you are representing your company and trying to make the sale, the buyer is representing his/her company and wants the best product and service for the money.)  The key is to come to terms where both parties benefit.  The buyer must feel that he/she has no better available options.  You must feel that you are getting a fair price for the product and/or service you are offering.  Do not agree to purchase the product or service until the selling asks for the order.

The key to making an “excellent” grade is to incorporate the sales techniques discussed in class and in your text into your presentation.

Your presentation will be video taped and will serve as the basis for your final project.  (You are required to furnish the videotape the day of your presentation.)

Failing to show up the day you are assigned to be a buyer or seller will result in a 15 point deduction on the respect assignment (Presentation or Buyer Grade).

Discussing your presentation with your buyer will result in a failing grade.
CHECKLIST FOR THE BUYER REPORT

The Buyer Report consists of a four to five page, typed, double-spaced report evaluating your assigned sales proposal.  Since you have already experienced developing a sales proposal, you should be well equipped to identify the strengths and weaknesses of your assigned proposal. Your first task will be to critically critique the proposal.  In this critique, discuss both the good aspects of the proposal as well as the flaws.  Include any holes the salesperson has left uncovered, as well as any incorrect information you uncovered while investigating the product and competition. (Evaluate the proposal section by section.)  (I will be grading, in part, on how well you evaluated the proposal.).  Your second task is to prepare yourself to be an informed and challenging buyer.  You should prepare yourself by collecting the following checklist of information.  (Also include this information in the Buyer Report.)

Checklist (Items that should be included in your buyer’s report):
1. Include information concerning the competition.  (A good buyer wants to know his or her alternatives.)  Use the library and visit existing competitive businesses to obtain this information.

2. Include information that you obtained in discussions with potential buyers (organizations similar to the organization you are representing as a buyer) having similar needs as the role you are playing.

3. Include sources from which you obtain your information (e.g., library, conversations with businesses selling the same or similar products, magazines, competition, internet, etc. Do not make the mistake of only visiting the internet. I expect you to visit “real” businesses.)

4. Include a list of the questions you plan to ask.  (Make sure you get answers to the most important questions first.)  Do not make the mistake of listing important questions and then failing to get answers to these questions.  


The report need not be in paragraph form.  That is, you can just list the strengths and weaknesses.  However, misspelled words will result in a loss of points from you buyer evaluation grade.


This report is due the same day you role-play as a buyer.  This should help you to organize your thoughts and questions you have for the salesperson.  At the top of the page put your name and the name of the salesperson.  Be sure to identify who is the buyer and who is the seller.


This report is part of your Buyer grade.

A good buyer…
1. Challenges the knowledge and skills of the seller, BUT is fair.

2. Is concerned with his/her own welfare as a buyer and the welfare of the company he/she is representing.  That is, he/she wants to be treated fairly.

3. Makes sure that the seller satisfactorily handles his/her objectives.

4. Obtains information from the competition and others with similar needs as the role that you are playing.

GENERAL INSTRUCTIONS FOR THE ROLE PLAYING ASSIGNMENT
Role playing will be a team project consisting of two students. Each student will receive identical grades.*

You may select your partner. If you do not select a partner you will be assigned a partner. Both partners should work together designing the script. Together you should determine who will be the buyer and who will be the seller.

Each team will have only one role playing assignment.  The day you present you will need to bring a VHS video tape. (Five point deduction for not bringing a tape.) The team will have one week from the time of the role play to evaluate the pros and the cons of the role playing performance.  (This evaluation must be typed – double spaced.) Be constructive in your analysis. Thirty points of your role-playing grade will be based on this evaluation. (Base your analysis on the criteria for that respective role-playing exercise.  MAKE SURE YOU READ THE INFORMATION IN THE BOOK TO GUIDE YOUR EVALUATION. 

The seller in the “Prospecting Role Play” is the “only” one who can use his/her script during the role play exercise.  This means that the buyers in all the role-playing exercises (prospecting, demonstrations, and handling objections & closing the sale) will not be allowed to read from their script. The sellers in the other role playing exercises (demonstrations and handling objections & closing the sale) also will not be allowed to read from their script. 

PLEASE NOTE: - My evaluation of the role-play includes enthusiasm and creativity.

GRADING:

1. Script is worth 40 points

2. The role play performance is worth 30 points

3. Your evaluation of your video is worth 30 points.

*If one team member feels that his/her partner did not contribute his or her share and was a detriment to the project, an argument must be submitted to me in the form of a typed Memo. The memo must include a detailed analysis of the situation and why you feel you deserve a better grade than your partner. This form must be submitted to me prior to receiving your grade. (Grades can not be calculated until all three portions of the assignment are complete.) Giving someone a higher grade will result in the lowering of the other partner’s grade.

CHECKLIST FOR PROSPECTING ASSIGNMENT
Telephone Prospecting:
Remember your written assignment must be in a script form (Similar to a script used in a play).  That is, what you anticipate saying followed by what you anticipate your buyer saying. The objective of the prospecting assignment is to qualify the prospect, gain information to plan the call, and set up an appointment – not to sell the product. Let me reiterate, your job is to quality the prospect and set up an appointment.  Your job is not to sell the product over the phone. Please type this assignment.

A. Introductory Statement

1. Introduce the salesperson and company

2. Create interest for the buyer

3. State the prospect’s name

4. Ask if you are calling at a good time

B. Establish Rapport

1. Make the link between yourself and the prospect

2. Examples

a. Industry knowledge

b. Third person

c. Event happening in the seller’s business

d. Event happening in the buyer’s business

e. Other

C. Create Interest

1. Explain Features

2. Advantages

3. Benefits

D. Qualify the Prospect

1. Need exists

2. Ability to pay

3. Authority to buy

4. Approachable

5. Eligible to pay

E. Request an Appointment

1. Express brevity and immediacy

2. State specific date, time of day, and place

3. Repeat time of appointment

4. Give phone number

5. Get off the phone

 After you get off of the phone you should have a better understanding of the individual’s needs as these needs relate to your product or service.  (You should have sufficient information about the characteristics of the prospect and the prospect’s needs to plan an effective sales call.)

Remember the objective of this role-play is to qualify the prospect and make an appointment.  Your objective is not to sell the product over the phone.

The seller is the only one who can bring a script to the role-play. 

CHECKLIST FOR DEMONSTRATION ASSIGNMENT
You pick the physical product (not a service) to demonstrate.  The product must be different from the product you are selling in your sales proposal and presentation. The objective of this role-play is to demonstrate the product and get the prospect involved. Please type this assignment.

The Written Assignment
Remember your written assignment must be in a script form.  That is, your script should contain a word-for-word dialog of your demonstration (how you are demonstrating the product) and how you anticipate the buyer responding. (Similar to the script used in plays.)

Checklist:
1. Make advance preparation (i.e., show that you have planned the demonstrate beforehand)

2. Prepare an original opening statement

3. Personalize your presentation

4. Package the product so that it tells a value story

5. Make sure the customer sees what you want him or her to see in the demonstration

6. Do not talk too fast or rush through the presentation

7. Get agreement on major points brought out visually

8. Get the customer physically and mentally involved in the demonstration

Remember to get your customer involved in the presentation. Have your customer try the product, use the product and personally experience the features and benefits. 
Buyers and sellers cannot bring scripts to the role-play exercise.

CHECKLIST FOR HANDLING OBJECTIONS AND CLOSING THE SALE
Remember your written assignment must be in a script form.  That is, what you anticipate saying followed by what you anticipate your buyer saying. Your objective is to: (1) ask questions and closely listen to the answers so that you can show the prospect how your product can satisfy his/her needs, (2) handle the prospect’s questions, and (3) close the sale. Please type this assignment.
1. Prepare an excellent and creative opening statement to get the prospect’s attention.

2. Identify the customer’s needs (i.e., ask probing questions)

3. Relate the benefits of the product to the customers needs

4. Listen closely to the objections and what you have learned about the customer from listening.

5. Repeat the objection in your own words

6. Handle the objections using appropriate methods

a. Direct denial

b. Indirect denial

c. Compensation

d. Feel-felt-found

e. Boomerang

f. Pass-up

g. Postpone

7. Close the sale using an appropriate method 

a. Direct Request

b. Benefit Summary

c. Balance Sheet

d. Probing 

e. Alternative Choice

f. Minor point

g. Continuous yes

h. Assumption

i. Standing-room only

j. Benefit-in-reserve

k. Emotional close 

Use at least four different ways to handle objections. 

Buyers and sellers cannot bring scripts to the role-play exercise.
FINAL PROJECT 

Self-Evaluation of Your Video-taped Role Play

Watch your presentation and critically evaluate it. Include in your double-spaced, typed report the following information. Remember that grammatical errors and misspelled words will result in a significant reduction in your grade. Word to the wise -- there is always room for improvement. Remember to submit your videotape with your report.

I. Approach

A. Opening statements

1. What you said

2. What you should have said to create more interest

B. Determination of buyer needs and motives

1. What you said

2. What you should have said

II. Presentation

A. Discuss how you stressed benefits instead of just features (provide examples) and the ways you might improve in this area

B. Discuss your nonverbal communication (e.g., eye contact, posture, use of gestures) and the ways you might improve in this area

C. Discuss how you got the customer to participate in a meaningful manner and the ways you might improve in this area

D. Discuss the extent to which you talked slowly and did not interrupt the buyer and the ways you might improve in this area

E. Discuss your choice of words and the ways you might improve in this area

III. Objections and questions (for each and every objection and question)

(Questions are a form of objection. Think of creative ways to improve on ways to answer direct questions.)

A. What the buyer said

B. Your reply (be sure to label the type of method you used)
C. The way you should have replied and an example.  Be sure to discuss why you feel that this is the most appropriate reply.  Also, be sure to label the type of method you should have used.

IV. Probing

A. Discuss how effectively you checked for agreement after major points and the ways you might improve in this area.

B. Discuss how effectively you used trial closes after responding to objections and the ways you might improve in this area.

V. Closing

A. Discuss the number of times you tried to close and the words that you used.  Be sure to label the type of method that you used.

B. Discuss what you should have done to close more effectively and why you feel this would have been the most appropriate method. Be sure to label the type of method that you should have used and give an example.
C. Discuss your post-closing communication and the ways you might improve in this area.

VI. Miscellaneous

A. Discuss how you demonstrated enthusiasm and the ways you might improve in this area.

B. Discuss the extent to which you displayed the following traits and the ways you might improve in this area.

1. Courtesy

2. Respectfulness

3. Friendliness







