CALL PLAN

August 30, 2010    (today’s date)

· Who:
· (The attendee(s) of the meeting)
· What:
· (In general, what the meeting is – e.g., First call, status meeting, etc.)
· When:
· (Day, start time, end time, extra slack time available before and/or after)
· Where:
· (Location & setting – e.g. prospect’s office, conference room, restaurant, etc.)

· Why:
· (My objective – What I want the other person to agree to do – NOTE:  Each of the following must be a brief, clear declarative statement – one sentence max – This is the most important section of the Call Plan)

· The best that can happen

· The worst that can happen

· The most likely outcome

· How:
· (e.g., verbal only one-on-one call, PowerPoint presentation, review documents/proposal, fill out a questionnaire, etc.)

Major Points:

· (Normally should be limited to a maximum of three major topics all of which contribute directly and substantively to the “Why” of your call plan)

