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Dear User,

Welcome to E&A Trends’ “Training Implementation & Monitoring System”, short: [ttmz]e. This system will
help you with the implementation of concepts and follow up after you and your team have attended any of E&A
Trends’ sales & marketing workshops.

[ttmz]e is easy to navigate and offers its users an effective approach to making your day-to-day work more
efficient while keeping an eye on the time-lines established for certain tasks in addition to verifying the
competency levels of your team’s performance.

As a first step, input the names, job positions and levels (see attached sheet for position & level pairing) of all
those who attended one of E&A Trends’ workshops. Once that is done, the system will automatically populate all
relevant worksheets with the names and position levels of the various sales personnel.

. This is first month of implementation/review
[tImZ]® = Tralnmg Implem‘ of all competencies. NF()eraIIy this is the
month the first training was attended. e
HoelName:  Name of Hotel R —
First AssessmentMum-ﬁ Y H Initial Training Dates from/ to: m ‘ to ‘ m Score
N~~—— .
Name Please fill in the dates of Position Level “ Achisvement %
the initial sales training —————
1 |Name of Sales Person dates. 0 !
2 |Name of Sales Person Job Title 0 #DIVI0!
3 |Name of Sales Person Job Title 0 #DIV/0!
4 |Name of Sales Person Job Title The Score Achievement 0 #DIV/0!
5 | Name of Sales Person Job Title Percentage comes from 0 " Dol
6 |Name of Sales Person Job Title ;"r’]';h'”ret\:zwsyﬁaeg‘ gggﬁ 0 "o
7 |Name of Sales Person Job Title done for the different 0 ; #DIV/0!
8 |Name of Sales Person Job Title sales peop|e. 0 . #DIV/0!
9 |Name of Sales Person Job Title \ 0 #DIV/0!
10 Name of Sales Person Job Title \0 i’ #DIV/0!
11 |Name of Sales Person Job Title The combined Score 7’\ : #DIV/0!
12 |Name of Sales Person Job Title Achievement Percentage 0 i #DIV/0!
13 |Name of Sales Person Job Title for all sales people is 0 #DIV/0!
14 |Name of Sales Person Job Title mentioned  here  and 0 " i
15 |Name of Sales Person Job Title graphically shown for all 0 " #Dwvio!
16 |Name of Sales Person Job Title ﬁgxmti‘ﬁeegtc_ les on the 0 " #DIvio!
17 |Name of Sales Person Job Title N 0 #DIV/0!
18 |Name of Sales Person Job Title \\ 0 #DIV/0!
19 Name of Sales Person Job Title \0\ #DIV/0!
20 |Name of Sales Person Job Title 0
Department Overall Score Achievement % >
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Grand Total Graph:
[tzmz]® - Training Implementation & Monitoring System H
£
H Grand Total for: Name of Hotel
H Number of Sales People assessed: 0
Implementation Schedule
Problem Solving Sales Platform
Potential Analysis
Departmental Relations \ TR.EN.DS
Kno(\;\;]l:ﬂiz:);u}-:)otel \ Funnel Technique
Competition Knowledge Account Profiler
Creativity — — Sales Call Frequency
Market Knowledge Prospecting
Product Knowledge Sales Call Objectives
File Maintainance ~— Hotel's Combined Target
Score
Sales Planning Planning Cycles —— Highest Score Todate
Business Objectives Thank You Notes

After every review of an individual sales person or the entire team, this sheet shows the updated and overall
Grand Total for all sales people under review, their combined level of achievements in the various competencies
and where the Target and Final Scores currently are (based on the different position levels).
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GRAND TOTAL WORKSHEET:

[tzmz]® - Training Implementation & Monitoring System Hotel: Rameiiivisl H .
Hotel's | #Months Target Scores Month 1 Month 2 Month 3 Month 4
First Month: ~ Apr-15 Combined | Since Highest | pevedater Score o Apr-15 May-15 Jun-15 Jul-15
Numer of Sales People: 0 Target Score | Training |52 TO28| yofhonms | | Achievement % P! ay u u
1 Implementation | The implemenaion of al Tasks relad ©o ‘Cient  [INMMONMN 0 0 #DVIO! 0 Soore 0 Scoe 0 Soore 0 Scor
Schedule Management Through Creative Selling' must be completed - Score % Score % Score % Score %
N for each Sales Person witin six (6) months of atendance of

workshop.

2 SalesPlatform Al current and potental clients must be grouped by Sales
Platorm defnifons: ‘Key Client, 'Key Prospect, 'Niche Client,
“Suspect and ‘Telemarketng Ciient.

0 0 #DIVIO! 0 Score 0 Score 0 Score 0 Score
- Score % Score % Score % Score %

3 Potential The Sales Department must have valid 'Potential Analysis' or 0 0 #DV/O! 0 Score 0 Score 0 Score 0 Score
Analysis 'Selection Crieria' for each main segment such as Score % Score % Score % Score %

“Corporate’, "Wholesale', 'MICE' and 'Afline’, making
allowances for diferent criteria. Each 'Key Client and ‘Key
Prospect fle must have a hard copy of a filed-in ‘Potential
Analysis' inside the fle. The inifal updating of all 'Key Clients'
and 'Key Prospects' as well as some selected Niche Clients'
wih the 'Potental Analysis' must be completed within six (6)
months of workshop atendance.

4 TRENDS. | The Sales Person must be very detied in ideniyng [N O 0 #DVIO! 0 Soore 0 Scor 0 Soore 0 Score
TREND.S! for all ey Clienss, ey Prospecs' and some Score % Score % Soore % Swore%
selected Niche Clients' using the *Account Profier’ (inside

workbook) as a guide.

Funnel The 'Funnel Technique' should be used o idenity e [NNNONNN O 0 #DVIO! 0 Score 0 Score 0 Score 0 Score
_ Technique | Decision Making Process' (DMP) by enquiring about the - Score % Score % Score % Soore %
S “Background & Structure' of a company, "Who s involved in
the decision making process' of choosing hotels, ‘Budges,
“Timings' of current and future events as well as which hotels
are being used and wh
6  AccountProfiler Account Proflers for 'Key Clients, ey Prospecis' and some 0 0 ‘% 0 Scoe 0 Score 0 Score 0 Score
selected Niche Ciients' must be updated on a monthly basis - Score % Score % Score % Score %
\C 5 -

While the Total Graph gives 4 graphical representation of the overall
the team, the Grand Total Worksheet shows the monthly as well
competency.

hievements and final expected score for
overall combined scores for each

The ‘Score Achievement %’ fields for this worksheet have a red background until the ‘Target Score’ (based on
individual's job level) has been achieved. The ‘red’ background will then automatically turn ‘green’. At the same
time, the system will also show after how many months the ‘Target Score’ for the individual competencies has
been achieved.
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INDIVIDUAL SALES PERSON’S REVIEW INPUT WORKSHEET:

Hotel: Name of Hotel H
1 Name: Name of Sales Person 9
Designation: Job Title Sales  |#Months| Highest Target score Score Month 1 Month 2 Month 3 Month 4
First Month:  Apr-15 Person's | Since Score Achievedafter | | Achievement
Level: 0 Target Score | Training | Todate #of Months Apr-15 May-15 Jun-15 Jul-15
1 Implementation The Implementation of all ‘Tasks' related to ‘Client [INFAISENM O [ #DIV/0! 0 Score L 0_J score 0 Score ) Score
Schedule Management Through Creative Selling' must be - Score % score % Score % Score %
N completed for each Sales Person within six (6) months
of attendance of workshop.
2 SalesPlatform | Al current and potential clients must be grouped by [IMFALSENM O [ 1@' 0 score | 0 ) score 0 score 0 score
sales Platform definitions: 'Key Client', 'Key Prospect', - Score %. ey, Score % Score %
D ‘Other Buying Client', 'Prospect’ and ‘Telemarketing
Jians!
3 Potential | The Sales Department must have valid ‘Potential  [MMPAISEMM 0 | o | #Djol [ 0 ) score 0 score 0 Score 0 Score
_ Analysis | Analysis' or 'Selection Criteria' for each main segment, ’ Seore % Score % Score % Score %
such as 'Corporate, 'Wholesale', "MICE' and 'Airline’,
making allowances for different criteria. Each 'Key
Client' and Key Prospect' file must have a hard copy of
a filled-in ‘Potential Analysis' inside the file. The initial
updating of all 'Key Clients' and 'Key Prospects' as well
as some selected 'Other Buying Clients' with the
“Potential Analysis' must be completed within six (6)
months of workshop attendance.
a TRENDS. | The Sales Person must be very detailed in identifying  |MMMPALSENN O ) #DIV/0! 0 Score 0 Score ) Score (0 ) score
‘TREN.DS. for all 'Key Clients', 'Key Prospects' and - Score % Score % Score % - o sl
N some selected 'Other Buying Clients' using the 'Account
Profiler’(inside workbook) as a guide.
Funnel The "Funnel Technique' should be used to identify the EEsE o ) #DIV/O! 0 Score 0 Score Score 0 Score
Technique | 'Decision Making Process' (DMP) by enquiring about - Score % Score % Score %
the 'Background & Structure’ of a company, 'Who is
involved in the decision making process' of choosing
hotels, 'Budgets', 'Timings' of current and future events
as well as which hotels are beine used and wh
6 Account Account Profilers for ‘Key Clients', 'Key Prospects' and  |INMFAISENN O 0 #DIV/0! 0 sc 0 Sscore 0 score 0 score
Profiler some selected ‘Other Buying Clients' must be updated ’ Score % Score % Score % Score %
T on a monthly basis.

reviewing and although, all fil
her/his choosing.

should be presented, the reviewer would only sample 4 to 5 different files of

The ‘Score Achievément %’ fields for this worksheet have a red background until the ‘Target Score’ (based on
individual’s job level) has been achieved. The ‘red’ background will then automatically turh ‘green’. At the same
time, the system will also show after how many months the ‘Target Score’ for the individual competencies has
been achieved.

If you have any further questions, please do contact us and we would be more than happy to assist.

Thank you for choosing E&A Trends for your training needs.
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[timZ]e - LEVEL CLASSIFICATION

B Lever5

Director of Marketing
Director of Sales & Marketing
Director of Sales

Director of Public Relations

B LeveL 4

Senior Sales Manager

Senior Public Relations Manager
Revenue Manager

Reservations Manager
Department Heads

B Level3

Sales Manager

Public Relations Manager
Sales Administrator
Department Heads

B LeveL?2

Assistant Sales Manager
Assistant Public Relations Manager

B Lever1

Sales Executive
Sales Representative
Sales Coordinator
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