Controlling the Process

Taking Control of the Meeting Agenda
· Pre-Meeting
· Meeting Goals – Think about what you want to accomplish in each meeting and make it part of the agenda.
· Project Checklist – Always include the project checklist at the bottom of each calendar invite so you control what happens next.
· During Meeting
· Confirm Time - I booked 60 minutes for our call.  Does that still work for everyone?
· Has Anything Changed (Optional) – Before we jump into the agenda, can you provide a brief update on whether anything has changed since we last spoke?
· Review Agenda Topics - I have 2 topics on the agenda which are…  
· Anything We Need to Add - Please let me know if there is anything you would like to add, and we will either cover it today or add it to the agenda for the next meeting.
· End of Meeting Options – Let’s take the last 15 minutes of our meeting to look at calendars and schedule next steps.  Typically, we either schedule X or we table these discussions.
· Firm Future Commitment – Never leave a meeting without a firm future commitment established.  If they want to think about it, then schedule a check-in call in a few months.  If they don’t want to schedule a check-in call, it’s worth asking if they have any interest.  You are incredibly busy so don’t waste time chasing.
· Post Meeting
· Send out a recap email that includes an updated Project Checklist showing what is now complete, what is scheduled, and any reference documents.
· Send a calendar invitation with the agenda and the recap email with the updated project checklist.

Lay the Foundation with First Meeting Objectives
· Objective #1: Establish You Are Busy - Prospects can smell desperation. When you behave in a way that appears to chase their business, it reduces your control and gives all the power to the prospect. 
· Objective #2: You Still Need Business Next Year - My primary goal during the first meeting is to establish trust and take control of the process.  I’m not trying to qualify the prospect; I'm just trying to determine whether they will follow my process.  I explain that I understand how hard it can be to drive change in an organization, and that we will still need business next year.  My goal is to help people build a business case for change and help them navigate the internal hurdles they will face.  
· Objective #3: Why I Ask a Lot of Questions - You have limited time to explain why your solution is a better fit than products A, B, C, D, and the other 10 AI-provided options. It is essential to establish that your objective is to understand the customer’s needs, challenges, environment, and business metrics to ensure a successful project that extends well beyond the purchase.  By focusing your discussion on a successful project, you will help the prospect see some benefit in sharing information.    
· Objective #4: Why I Use a Project Checklist - Leveraging a project checklist helps you and the prospect understand the evaluation steps, coordinate resources, and avoid confusion.  I establish the importance of taking a few minutes at the beginning of each meeting to update the project checklist and at the end to schedule upcoming meetings.  
· Objective #5: I Over Share to Build Trust - Turning a prospect into a coach and a coach into a champion requires sharing the unique value you provide.  Presenting yourself as an open book is the right recipe for establishing trust.  I suggest sharing digital assets such as video demonstrations, implementation overview documents, training videos, and other digital assets ROI at each step of the project checklist to help the prospect understand the lifecycle of becoming a customer. 
· Objective #6: Transfer the Selling - Every sizable deal will have a coach or champion pushing for change behind the scenes.  These coaches or champions recognize that career advancement often requires driving business value.  It’s essential to establish the vital role they play in driving change. It’s equally important to establish your role as a facilitator to help them build a strong business case for change and navigate the obstacles within their own four walls.    

Typical Project Checklist
· www.documentation.com – This site contains online demonstrations, implementation, security, and training documentation to support the business case development and implementation.
· Expense Process Interview (TBD) – Call with the finance team member responsible for managing the T&E process.  We review the travel policy, workflow, card adoption, and audit rules in place.
· Purchase Card Process Interview (TBD) – Call with the finance team member responsible for managing the purchase card process.  We review the purchase card policy, card usage, and workflow.
· Business Case Discussion (TBD) – Call with you, the finance lead, and travel lead to discuss the business areas a change would impact and how that would translate into savings.
· Demonstration (TBD) – Presentation of how the QuickPayables service would increase efficiency and visibility to enable a more effective employee spend program.
· Implementation & Security Overview (TBD) – Call with your implementation and security team to discuss the project timeline, resources, and expectations.  In addition, we cover the security policies and procedures.  This will be a very short call since you are on the same general ledger.
· Internal Implementation Estimate (TBD) – Internal call with your team to obtain the internal IT cost estimate necessary for securing funding and IT resources for implementation.  Let’s have this call, but it may be unnecessary for you to engage an IT resource if you are using the same QUICKPAYABLES instance and general ledger.
· Internal Funding Meeting (TBD) – Internal call with your executive team to review the business benefits, costs, and resources.
· Procurement Review (TBD) – Review of QuickPayables order form and general terms.  The general terms are in place, so this should be minimal.
· Contract Execution (TBD) 
· Implementation (TBD) – A typical implementation can run anywhere from 2–3 months, depending on the complexity, scope, and internal resource availability.
· Go Live (TBD) – 2 – 3 Months to add a policy to the current instance.
 


