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[bookmark: _y5gawekpyhef]1. Purpose:
This SOP outlines the procedures for sales forecasting within a Managed Service Provider (MSP) organization. It ensures consistency, accuracy, and informed decision-making in predicting future sales.

[bookmark: _sifazuelcgtf]2. Scope:
This SOP applies to the sales and finance departments responsible for producing, reviewing, and using sales forecasts.

[bookmark: _sczxpxbcelqq]3. Definitions:
· Forecasting Period: The defined time for which sales are being predicted, e.g., monthly, quarterly, yearly.
· Historical Data: Past sales data used to predict future sales.
[bookmark: _xgxnei9l96ot]4. Responsibilities:
· Sales Team: Provide relevant data on leads, opportunities, and market conditions.
· Finance Team: Analyze historical data and adjust for current market conditions.
· Management: Review and approve final forecasts.
[bookmark: _xbvz9njt2zfp]5. Procedure:
[bookmark: _f1d3o855qhy0]5.1 Data Gathering:
· Collate all sales data from the previous forecasting period.
· Acquire updates on current leads and sales pipeline from the sales team.
· Gather information on market trends, industry reports, and competitor activities.
[bookmark: _6us72ene2f9h]5.2 Data Analysis:
· Use historical data to establish a baseline forecast.
· Adjust the baseline based on the sales pipeline, lead conversion rates, and market intelligence.
· Identify any outliers in the data and provide reasons for these (e.g., one-off large contracts, market disruptions).
[bookmark: _xb8gcfda16gy]5.3 Model Application:
· Choose an appropriate forecasting model (e.g., moving averages, exponential smoothing).
· Apply the chosen model to the data.
· Review the forecast for any anomalies and adjust if necessary.
[bookmark: _mr278ba0atc8]5.4 Review & Adjustments:
· Present the initial forecast to the sales team for feedback.
· Make necessary adjustments based on feedback.
· Conduct a final review with the finance and management teams.
[bookmark: _rfyzfcwzqjq6]5.5 Approval & Documentation:
· Management reviews and approves the final forecast.
· Document the forecast, methodologies used, and any assumptions made.
· Archive the forecast in the designated storage system and distribute to relevant departments.
[bookmark: _hcm3gy5j2cak]5.6 Continuous Improvement:
· At the end of each forecasting period, review the accuracy of the forecast against actual sales.
· Identify areas of improvement and adjust the forecasting process accordingly.
[bookmark: _bw4easvnx437]6. Revisions:
All changes to this SOP must be documented with a revision number, date, and change summary.
[bookmark: _sdty208wwdlt]
[bookmark: _928v25s50tw9]7. Approvals:
This SOP is approved by:
· [Name, Title, Date]
· [Name, Title, Date]
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