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[bookmark: _e64c36uf30ik]1. Scope
This SOP is applicable to all sales and marketing personnel involved in the generation, nurturing, and conversion of leads for the MSP.

[bookmark: _12tz70qe9848]2. Definitions
· Lead: A potential client who has shown interest in our services.
· Opportunity: A qualified lead that has a higher potential of becoming a customer.
· CRM (Customer Relationship Management): A software system used to manage interactions with current and potential customers.
[bookmark: _wk59h63fpww1]3. Procedure
[bookmark: _5u3xpo43azyv]3.1. Lead Identification
· Source leads through marketing campaigns, referrals, cold calls, and inbound inquiries.
· Enter leads into the CRM system with details like name, contact information, and source.
[bookmark: _tv37d0o7pdhc]3.2. Lead Qualification
· Assess the lead's needs through initial contact.
· Determine the fit between the lead's requirements and our services.
· If the lead is deemed a potential customer, upgrade their status to an 'Opportunity' in the CRM.
[bookmark: _9acwvoj33d38]3.3. Lead Nurturing
· Regularly follow-up with the leads via emails, calls, or meetings.
· Provide informational content to leads such as case studies, white papers, and service updates.
· Track interactions in the CRM to ensure no lead is neglected.
[bookmark: _krd7okbkgzd]3.4. Opportunity Management
· Tailor solutions to address the specific needs of the opportunity.
· Send proposals detailing our services, pricing, and terms.
· Negotiate terms, if necessary, and address concerns.
· Once an agreement is reached, mark the opportunity as 'Closed-Won' in the CRM.
[bookmark: _c0rhsqxbnsrq]3.5. Review and Analysis
· Review the sales pipeline monthly to identify bottlenecks and areas of improvement.
· Analyze conversion rates to gauge the effectiveness of the sales process.
· Implement feedback and continuous improvements to enhance the pipeline's efficiency.
[bookmark: _5ilpqqfh35l4]4. Records and Documentation
· Ensure that all interactions and status updates are documented in the CRM system.
· Maintain a record of monthly sales metrics, including the number of new leads, opportunities created, and deals closed.
[bookmark: _deaxoaurgkby]5. Responsibilities
· Sales Team: For executing most of the steps in the pipeline, from lead identification to closing deals.
· Marketing Team: To provide sales-ready leads through campaigns and to assist in lead nurturing.
· Sales Manager: To oversee the process, analyze the performance, and implement improvements.
[bookmark: _208pl48kc2ap]6. Revision and Updates

This SOP is to be reviewed annually or whenever there is a significant change in the sales process or tools used.
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