How would you turn an enquiry into a sale?
m

Tell the customer you do not
supply this course but do 80
others. Send them a faxback info
sheet and Inventorv.

OR

~~

Ring us and ask for a quotation for
the relevant courseware (heavily
discounted)

OR

~~

Consider hiring a freelance
trainer. But note that they
probably won’t have courseware

A customer enquires about
on-site computer training

o

Do they know what application
they want training on?

YES NO Send a copy of on-site T training
faxback info sheet and Inventory
{} of 80 courses you provide.
Does the course appear on the list
of 80 IT training courses you can
supply?
Customer comes back and

enquires about the content of a
NO YES particular course on your list

~~

Send the relevant Course Spec for
the course(s) they’re interested in

—

Customer books course

—

Send pre-course questionnaire
(supplied in our package)

Note: Remember you’ve only got to

Learn the course by reading and | |eam it once; so if you get asked for it in
practising the manual future you’ll know it, and can miss this

i j stage out.

Print off training manuals for the
delegates (add your company details)

e

If you’re not happy OR
presenting the course,

Arrive on-site and present the
course as set out in the manual

consider hiring a freelance
trainer. We can put you in
touch with one near you.
Get him/her to use your
courseware

After the course...

= =

Distribute evaluation forms for the
delegates to fill in, and collect
them up

Use the delegates’ evaluation forms as an excuse to contact the
course booker again. Present them as a report of the course and ask
if there are any further requirements. Good after-sales support!

10n-site is the term for computer or IT training at their premises, they will set up a classroom with computers so all you have to do is
turn up with manuals for the delegates. On-site training is quite normal these days because companies prefer to keep their staff at

work and of course it’s cheaper for them.
2\We can help you find freelance trainers.
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