Ten Basic Principles to Make the Model Day Work For You

1. “The Model Day” is designed to maximize sales contact in the time available for work.  Its basic operating premise is: by doing similar actions in their own frame of time and performing these blocks at times you are statistically more likely to be successful, you can develop a momentum and focus that you will not enjoy if your day has no structure.

For example, the reason your calls are scheduled first thing is simple: 8:00–9:00 AM is the single best hour in the day for making telephone contact.  By afternoon, you are less than half as likely to make contact by phone.

2. The building block of The Model Day is called a “mini-day.”   Each working day is composed of these blocks.  Just like any other day, a mini-day starts and ends.  When it’s over, it’s over.  You have to burn into your mind that when a mini-day is done, IT IS DONE.  You must then go on to the next mini-day.  During each mini-day, you only perform the actions for which that “day” is designated.  Thus, you have a mini-day for calls, one for admin, another for meetings, etc.

3. You always prioritize within a mini-day.  As you plan your day, don’t do this:

A1
Call Velda
A2
Prepare Proposal
B1
Meet with Ralph and Cat Burger.

By constantly switching from one type of action to another, at the end of the day, you will feel like you’ve been dragged through a knothole and then poked through a keyhole.

Instead, prioritize within each mini-day.  Use your Scheduler or Action/To Do Report to plan your day and then carry out your plan.  

Two of your mini-days could look, in part, like this:

Calls:
A1
Velda Oldebucks
A2
Walker Bush
B1
Jeff Clinton

Admin:
A1
Prepare proposal for Velda
A2
Review Burger portfolio for possible changes

4. The Scheduler is designed to help you prioritize the actions that go into each mini-day by enabling you to quickly sort by “Action Type.”  In Gorilla 1X and 2X, when you assign an Action to yourself or another, you should specify an Action Type.  The Action Types are: Admin, Call, Meeting, Message, Other, Problem.  These are the actions around which we build The Model Day.  Unless you are a Baby Gorilla and have not acquired full-time professional support, Problem actions are always assigned to your SV.  If you are a Baby, you will assign some Problem actions to yourself for handling during your “Service Problem Mini-Day. “ (1X does not have the “Problem” Action Type.)  For you Silverbacks, if you and your staff always choose Action Type=Problem when assigning service problems to the SV, you will then be able to check your SV’s Scheduler, click on the Action Type column, and immediately see the open service issues.

5. The section of the Scheduler below shows how the “unscheduled actions” in your Scheduler can be sorted.  As a rule, you should “check” the “Include Overdue” checkbox so you can see all the actions—not just those due today—that have been assigned to you and can plan accordingly.  You can then sort all actions that have not been completed so you can see similar actions together.  Prioritize, cancel or reassign these.
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6. Any “model day” should focus on hitting daily production targets before moving on to cultivating future business and/or managing the team.  That is yet another reason why the “Call Mini-Day” is scheduled to begin at 8:00 AM.

7. In order to be effective with your daily goals, you must spend some time every day planning and prioritizing your meetings and calls BEFORE you begin your first call/meeting for the day.  Thus, the “Planning Mini-Day” comes first.

8. You will never maximize production or develop a momentum if you have to answer your own phones.  That’s why, when we help you bring up your system, we focus on helping you create “adequate service support.”  Adequate support means the SV answers the phone for four hours a day, handles what service issues s/he can, and schedules remaining service problems the RR needs to be involved with in a one-hour block in the afternoon.  The “RR Service Problem Mini-Day” will disappear when you get a full-time professional Service Assistant handling all service problems. 

9. A “sales contact” is any call or meeting intended to advance a Client or Prospect one or more steps in the selling cycle or to generate good will.  A “sales contact” is most emphatically NOT a service call.  Specifically, a sales contact:

· Mentions a product or service the Client or Prospect should own

· Asks for an order

· Includes profiling questions

· Asks for money

· Promotes referrals

· Asks for an appointment

· Reviews investment objectives or goals

· Generates goodwill

10. Your mini-day devoted to calls must contain a targeted number of sales contacts.  That number varies depending on your kind of practice.  If you are substantially transaction-oriented, the target should be 25; a financial planner, who has proposals to prepare, should target no less than 10.

SALES IS A NUMBERS GAME!!!

The following chart shows your Model Day.  It’s available in the Document Library in MS Word format.  Study it.  Make any changes necessary for it to fit your practice.  But read the “Ten Basic Principles” first and make your Model Day consistent with those principles.  (Delete these instructions from your copy.)
The Model Day

for RR [Fname] [Lname]

	TIME
	RR ACTIVITY
	STAFF’S ACTIVITY
	MATERIALS REQUIRED

	7:00 AM
Planning Day
	Plan your day. This can move to day’s end if you are unable to start at 7:00.
	
	Previous day’s incomplete actions

Folder for each of today’s appointments

Access to Scheduler in Gorilla or Action/To Do Report

	7:45‑8:00
	Meet with SA to review plan for the day. (SA may not start until 10:00 on Tues, Wed and Thurs.)
	Brief RR on any scheduled telephone or in-person appointments. Get briefing on particular people RR needs to have called and scheduled for appointments.
	Action/To Do Report

Product literature RR may want to offer

New or revised scripts

	8:00‑10:00
Call Day
	Make targeted number of sales contacts.

Find additional opportunities.

Promote referrals frequently.
	SV must screen calls.

SA works in your office setting appointments, both in-person and via phone, and getting people you want to talk to on the phone.


	Record Update forms (including Seminar Update Forms if Seminars are being performed)

	10:00‑12:00
Admin Day

(Depending on how many people you are seeing, this block can move to PM to allow more time for calls.)
	Do financial and estate planning, proposals, writing and research.
	SV must screen calls and handle all service problems.

SA moves to own desk and works from Action Report, 90-Day No Contact Report, and various Campaign Calling Lists setting appointments.  SA also sets appointments from previous seminars (if you run them).
	Folder for each meeting that includes all data assembled by your staff from the Appointment Processing Checklist (in 2X, Messaging(Doc Browser(
Category View)

	11:50
	SV Briefing Meeting
	Conduct short meeting with SV to cover any service-related issues accrued in the RR’s AM calls.
	Yellow Pad list of any service issues uncovered by RR, or any other tasks RR needs SV to accomplish

	12:00‑1:00
	Lunch
	Lunch
	Lunch appointment with a qualified and interested Prospect or Client (optional)

	1:00‑4:45
Meeting Day

*
	Meet with Clients and Prospects
	SV handles all service.  

SA sets up seminars, follows up on outgoing communications and calls Clients AND PROSPECTS not contacted in last 90 days.
	Appointment folders and other info as required by RR



	3:45-4:45
RR Service Problem Day
	RR Handles service problems scheduled for him/her.
	RR never handles service problems alone.  SV is always on the phone with RR so delegation can occur.
	Client records and files as needed (NOTE: This mini-day disappears when RR gets full-time professional support.)

	4:45‑5:00
	Meet with SV (and SA if today is Tues, Wed or Thurs)
	SV meets with you.

SA goes home.
	SV brings any service-related issues that need to be handled by you or which you need to know about.

	5:00
	Go Home
	Everyone leaves except SA, who takes leisurely dinner.
	Feel good about today’s accomplishments!

	6:30-8:30 Tues, Wed, Thurs
	SA
	SA’s evening calls (can be cold calls, mail/phone follow-up calls)
	Calling Lists, Confirmation and Attendee Lists


*Mon-Thurs, from 3:00-5:30 or so, CO prepares communications, prints letters, imports lists and updates database.  On Fridays, CO comes in before the weekly staff meeting so that all docs required for the meeting are ready.













