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Introduction

What’s a sales playbook?

A sales playbook is a document that provides strategies, tactics, and best practices to 
guide your sales team through all stages of closing a deal. Its goal is to make your sales 
process successful, repeatable, and scalable.

Sales process overview

Your playbook should outline the company's sales process, including the stages, activities, 
and goals of each element. This broader view of the process gives sales teams an 
understanding of what's needed to close deals successfully. The playbook should also 
provide details regarding pricing, implementation, and execution.



Define your Ideal Client Profile 
(ICP)

If you haven’t already done this for marketing purposes, it’s essential to establish who you 
are targeting. Think of an individual, not a company, for deeper engagement.

● What is their role?

● What skills do they possess?

● What are their responsibilities and how is their work measured?

● Who do they report to and who else might be involved in the decision making 
process?

● What are their problems, challenges, and pain points?

● What are the personal characteristics of your best clients? What do you have in 
common with them? What makes you excited about the prospect of working with them 
again?

Once you’ve clarified who the individual is, it's time to consider where they work.

● Number of employees

● Geographic location

● Annual revenue

● Industry type



Messaging and positioning

Equip your sales team with messaging and positioning to clearly convey product/service 
value. Guide them on:

● Key features

● Benefits

● Differentiators

● How you solve your target audience’s pain points

Selling is everybody’s responsibility and truly starts from the top. Founders and senior 
management possess invaluable nous, and what better way to capture this than to have 
every employee record a 30-second elevator pitch.

This gives a template for everyone to follow, and gets the whole company on the same 
page about how to pitch and position your service/product.



Assets/collateral

If a sales playbook is a manual, a sales play is a specific tutorial within the manual. These 
are repeatable steps, actions, and best practices for your team to use during a specific 
stage of the sales process and are unique to your company. 

These assets can come in the form of email templates, white papers, phone scripts, 
objection handling cards, discovery questions, and many more.

Here are a few examples of areas you may wish to create plays for:

● Personalised content: Detail how reps can tailor outreach to specific leads and 
prospects through the content they share.

● Lead qualification: This playbook will demonstrate how to effectively identify and 
prioritise high-value leads.

● Demo/pitch: Share best practices to enable your team to deliver presentations that 
position your product/service as the solution to your prospect’s problem.

● Prospecting: Document the process of searching for new clients. Be sure to use a 
multi-channel blend of email, phone, and social media in your prospecting, with the goal 
being to qualify who might be in need of your services.

● Closing: Getting a deal over the line is an artform. Focus this play on how your team can 
close in a way that feels natural, professional, and effective.



Competitor analysis

Having a comprehensive view of competition, their value proposition, their key clients and 
innovations, is essential for staying competitive, and helps you to understand your own 
strengths and weaknesses by comparison.

Here are a few reasons why a competitor analysis is crucial:

● Market positioning: By studying your competitors, you can determine how your 
products or services are positioned in the market. This information enables you to 
differentiate yourself and find unique selling points that set you apart.

● Understanding client preferences: Analysing your competitors can provide insights 
into what your prospective clients like and dislike about similar offerings. Tailor your sales 
team’s conversations so that you accentuate the areas where you align with their 
preferences.

● Pricing Strategy: Being familiar with your competitors' pricing strategies can be useful 
when reviewing your own pricing decisions, helping you remain competitive while 
maintaining profitability.

● Market Trends: Perform a competitor analysis to stay up-to-date on trends, tech, and 
customer behaviour. This in turn helps you adjust your business to the changing market if 
necessary.



Social Proof

Social proof is a powerful concept that plays a crucial role in building trust, credibility, and 
influence for businesses. It can also instil confidence in your sales team as it reinforces the 
message that your products or services deliver the quality and value you promise.



Tech Stack

A winning sales playbook will provide guidance on the technology and tools needed to 
manage the sales pipeline optimally. This includes integrating CRM software, implementing 
sales engagement platforms, communication and collaboration tools, and other 
tech/processes to ensure an efficient sales process.



Training and coaching

Are there any functions within a successful business that are “set-and-forget”? If there are, 
the sales function isn’t one of them which is why training, coaching, and one-to-one 
sessions are vitally important.

They are essential for your sales team and lead to:

● Continuous improvement

● Better adaptation to changing circumstances

● Higher productivity

● Improved client relationships

● Increased sales 

They also contribute to:

● Team cohesion

● Talent retention

● Technology adaptation

● Individualised support



Training and coaching

A well-rounded training program will encompass the following areas:

● Product knowledge: In-depth knowledge of your product/service offering is essential, 
and gives your sales team the confidence to effectively pitch to prospects.

● Sales methodology: Teach your team a proven sales methodology that aligns with your 
company's values and target market, including prospecting, discovery, qualification, 
presentation, and closing techniques.

● Tape training: Provide capacity for your team to record their sales conversations as this 
is the single most impactful method for improving as a sales person. Set aside time, at 
least once per month per team member, to listen to a selection of recordings of various 
lengths and have both parties (yourself and the team member) write down what was done 
well, what was forgotten/missed, and what can be improved. 

● Sales tools: Ensure that your team is comfortable with the tools they’ll be using, such as 
CRM software, email platforms, and communication tools.

● Interpersonal skills: Power skills such as active listening, empathy, negotiation, and 
problem-solving are essential. Be sure to equip your sales team through regular training 
sessions!



Metrics and KPIs

To optimise your outbound sales team's effectiveness, establish clear expectations and 
goals. Doing so ensures that everyone is working towards the same objectives and helps 
to maintain motivation within the team. Be sure to define:

● Sales targets: Sales teams thrive on clearly defined monthly, quarterly or yearly targets 
which are linked to commission/bonus plans. Balancing continued company growth with 
achievable targets to keep the team hungry and motivated is no easy feat!

● Key performance indicators (KPIs): Determine the KPIs that are most relevant to your 
business, such as number of calls, conversion rates, the number of new leads, or average 
deal size.

● Activity goals: Encourage proactive behaviour by setting daily or weekly activity goals, 
such as a certain number of calls, emails, or meetings. Have fun with it by running 
competitions with non-cash incentives such as extended lunch breaks, late starts, and 
early finishes.

● Regular one-to-one meetings: Schedule consistent 1-2-1s to discuss progress, provide 
feedback, and offer guidance. Action planning is a great way to encourage your team to 
take ownership of their development.



Final note

Put simply - a strong sales playbook is a vital resource for maximising sales efficiency. As 
your company evolves, your sales strategy will also adapt, so remember to review and 
update your playbook regularly to account for any changes.

With time, patience and sufficient in-house resources you can absolutely manage this 
yourself. Alternatively, if you don’t have the time or tools to undertake this challenge, 
outsourcing this function may be your best bet; send us a message and let’s have a chat!

https://www.thematchstick.co/post/benefits-of-outsourcing-lead-generation
mailto: info@thematchstick.co


Questions? Send us a message at info@thematchstick.co.

For more free sales resources, visit thematchstick.co/free-stuff.

Happy selling!
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