SALES TEAM MANUAL OUTLINE

Partnering In Profits (A Strategic Statement) ... ie e 2
The Company, Its Policies and ProcedUres ... 3
Introduction/General Information. ... ... 3
Profits Defined ..o e 4
Gross Margins Defimed .. ... 6
{0005 T 0T =11 e 6
Margin Perspective/The XYZ Company YWay ... e e 7
Commission Standards/The XYZ Company Way ..o 8
OO PrOgrams e e 14
= T O =T 1= 14
L 1T oL Lo T = 1=t 15
Commissions — How and When Paid ..........coooiiiiiii e 16
AccoUunt Protection PolCies ... e e s 18
Account Transfer PoliCes ..o e e s 19
LT R T O I =T 1 o =T 21
AdJUsTMENTS AN AW ANGCES L ittt et r ettt rrraaaas 32
Delayed Billings ..o 32
Collections/Bad Debt. .. ... 33
CO-OP Advertising, Business Gifts & Company Brochures ................................... 36
Spec Samples/Random Samples ..o 39
Custom Proposal Development and Presentation EXpPenses.....ovvvviiiieiieevieenennns 39
Outside Office AllOWaANCE ..o e e e e e e aaea e 40
Concept Protection Clause ... ..o 40
Concept Protection Letter .. ... e 42
An Invitation To OUr Sales Partners v s e enraraaens 43

HOW TO HIRE A SALES STAFF

o [ T T T 2
What You Should Know Before Getting Started ......oooiiiiiiiiii i 3
Why Do You Need a Plan For Hiring a Sales Team? ..o i 3
An Effective Sales Team . e e 3
Hiring an Effective Sales Taam .o i e e ettt e e e e ereraenaens 4
Step 1: ldentify What You Need ..o e e aeas 4
Step 2: Compensation PaCKage .o e ettt 6
Step 3: Decide Where You'll LOOK ...t veerenae e aens 7
Step 4: Write A Recruitment AdvertiSement oo reere e naens 9
Step 5: Evaluate ResUmes. . ..o 10
Step 6: Interview and Screen Candidates..............ooioiiiii i 11
Step 7: Reference Checking . ... e 17
Step 8: Decide Who To Hire. ..o e 18
Step 9: Make a Job Offer ..o 19
CRECK I STS L. e e 20
Checklist: Help Avoid Hiring Mistakes. ... i 20
Checklist: After the Initial Meeting ..o e e e e neas 21
Checklist: Identify What You Need .. .o e e e e 21
Checklist: Decide Where You'll LOOK ...oviir i e e 22
Checklist: Write a Recruitment Advertisement ... viiiiviii i e e 22
Checklist: Evaluate ReSUMES cui i e it ee ettt et et eaeenreieeiens 22
Checklist: Interview and Screen Candidates . ..o e 23
Checklist: Reference Chetking . .civo v i et e e ieeneas 24
Checklist: Decide WHho 10 Hirg ..o e et e e nreieene s 24
Checklist: Make a Job Offer. ... e 24
RS OIS ..o e 25



OPERATIONS MANUAL OUTLINE - PAGE 1

SECTION A
INTRODUCTION
Latter from the President oo e e e e aaaeaaeen
History of XY Z ComDany (v ii i e e eaaeens
SECTION B

GETTING STARTED - COMPANY SETUP
Getting Started..

Fiecr::-mrnended Ben I Acceunte

Selecting Your Business Lecauen
Hecommended INSurance CoOVEIA0e ... et e e e ineeenes
Contracting Utilities and ServiCes . . aeas
Selecting the Right Phone ServiCe .. o
AT el HOUIS GOV I A0 e ettt ettt e e eeeaneas

Paying Taxes.. .
Employer Idenuflcatlen Number

(o T w T I T o I S ' N L T

IRS Required Heperte
Federal Taxes.
State Taxes.. . L1
County, C|ty ar Tewn Taxee 12
Federal Tax Filing Checl-qlle[ 13
SECTION C
THE PROMOTIONAL PRODUCTS INDUSTRY
Understanding Artwork and Prmtmgz
Art vs. Artwork . a2
Electronic Art Fermete Explamed e eeeeeaaee ]
MO OWNS T AT o e ettt e e e nae e 4
Industry Charges and Buzzwords . P 51
A Quick Guide to Common Setup Procedures and Charges N
Methods of Decoration. e ... B
Top Markets for Premetlenel Preduets PP = |
LI o0 e Lo L o = =T o = - 10
e T T = L= T T T L o] == P 11

Sales and Marketing Training and Consulting..........coooiiii s,
Associations & Member Organizations .. ...

Artwork Services & Guidelines . :
Business Technology & Product Reeeareh Seftware

Product Specials via Emell
Other Recommended ReSOUINTES i aie it s st i eeraeas
Standard Industry Pricing Codes ..o
The ABC Method ... e e
The POR Method i e e et et e e aaees



OPERATIONS MANUAL OUTLINE - PAGE 2

SECTION D
PERSONNEL
Training, Supervising and Motivating ..
Policy On Fair Employment Practices ..

Complying With Laws That F’rehlblt Dlecr|m|net|0n.......................................
Avoiding Discriminatory Practices in HirNg.....ooo e

Inappropriate Pre-EmMployment INgUITiEs e e iaaes
Wage and Labor Law s oot
Complying With the Immigration Reform and Control Act of 1986 .....................

Policy On Sexual Harassment ..
A Profile of The Ideal XYZ Cempeny Empleyee
Job Descriptions ..
Sales Menager .
The Recruitment and Selectlen Process
Sample Classified Ads ..
Protecting Your Confidential Svstems .
Sample Non-Disclosure and Non- Cempetltmn Agreement ............................
LI L= I = = o T
Orientation Of PerSOnnel ..o s et a s e e s e a s
Training of Personnel . .o e
Employee Training OuUtling. ..o e e neees
Scheduling Employee Work HOUS .. e e
Time Reporting ProcedUres . e e e
Time Clocks and Cards ..o ettt e e
Time Sheets. .
The XYZ Cempeny Dress Code
Establishing Personnel F’ehmee
Personnel Policy WorKsheet o e
EValUating B Oy e (o e
Employee Evaluation Sheet .
Discipline and Termination . .
The Steps to F’regreeewe Dlemplme
Grounds for Immediate Termination ... i rnrrneeeans
Statement Of Waring ..o e e
SEParation MOt O e (oo i et e
EMployee IManuUal. .. e s

b6



OPERATIONS MANUAL OUTLINE - PAGE 3

SECTION E
DAILY OFFICE PROCEDURES

Daily Office ProCeduUres .. e
Suggested BUSINESS HOUIS ... e
Daily Opening and Closing DU . ...
OPENING ProCeaUIES . e e e et
R Ta Lo o o o= L = I
Preparing the Bank Deposit .o et
CasSh CONTIOl o

Sales Practices .
Customer Serwce ..
Handing Customer Complalnts

Ordering and ReCaiving ... e
M FITING TRE OOl o e e et
... 18
e 21
.22

Receiving ..
Inventory Form ;
Cleaning and Malntemance

Satety IN Y oUr OF e . e
=T =
O Yo 1T
L) CoT=T =T w1 L

ADDENDUM

DAILY OFFICE PROCEDURES FOR A RETAIL STORE OR SHOWROOM
Daily Office Procedures for a Retail Store or Showroomi.........oooiiiiiiiiiiieiiciiinn .

Opening Procedures .
Closing Procedures..

The Features of a P[:-mt of Sale Svstem
Transacting Betail Sales. ... s
Procedures for Accepting Payment. . . e e e nes

AT CEPTING GBS o e e

Accepting Checks ..
Accepting Credit Cards e
Merchandise Refunds and Exchanges

The Daily Cash Re D Ort o e et eeeenn
== T o ] 0
e e | LT = T = =

Customer Service..
Receiving..
Cleaning and N’Iamtenance

Showroom Securlw

O~ 3 3 W W

L1

13
13
18

24
25
27
29



EMPLOYEE MANUAL OUTLINE - PAGE 1

BT = oo = = = I
(O o= =TT =IO =T ii
L oo [N Toa oL R = = 1 L= 0 iii
Employee Acknowledgement oo e v
BLIE= = o o T 8 = v
1 Y = 1
R B = =t T ] o R = 1
Employee Relations o e e e 1
Equal Empl oy mient O 0 Ty vt ve i i i it re s e ee s seestan s s santessaraesteinnesrnnss 1
o LT T Y B 0= F= 1 == 2
IMMIgration Law Complian G . it areanes 2
Contlicts Of NSt o e 3
Outside Employment o 3
Confidentiality & NoOn-DiSClOSUINE. ... e e e e aaeeas 4
Disability AccommMomation .. e b
Woark-Made-For-Hire ..o e e 6
EmMployment STatus & ReCords .ot ieaeeaaeas 7
T o =T L O =) =T Lo T =T 7
Access 1o Personnel Files. .o e 8
Employment Reference Checks . e e e e 8
Personnel Data Chanmges oo e e e et e 8
F oo [ o A = T Lo 8
Employment APl CatlOnS o e 9
Performance Evaluation . oo i i s e e 9
Employee Benefit Programis . 11
o o =TT =T = 11
Vacation Benelils. .o s 11
L= o =L T T = o] L= = 12
Terminated EmMployees. . et e, 12
o 11 e = 12
Workers' Compensation IMSUMBNCE .ot e et e e e e e aee e sraeeanns 13
Sick Leave Benelits .o e e e e 14
IR = L o T 1 = 15
B areay EmMEN T LB AV e i e e 15
L I T 15
LR L= YT T Y R 16
Benefits Continuation [COBRA ) ... i i e e e e e aeeas 16
L= | =T = o= e 17
Simple IRA Plan (SIR A o e et e e e as 17
Timekeeping/Payroll ... s 19
QIR A== T oL T 19



EMPLOYEE MANUAL OUTLINE - PAGE 2

s Yo - Y 19
Employment Termination ... e rere e rareea e raenereraen e rarnenararnnrnns 19
s A LY T o P 20
Administrative Pay Cormections .o e v e re e e e rar e a e aene e raens 20
Pay Deductions and Setoffs...coovii e e e 21
Work Conditions & HOUMS .. e e e ne e 22
T = P 22
Work SChedules ... e 22
Use of Phone and Mail Systems....cooci i e e e e e a e e e raens 22
T T Y 23
IMeEal Periods .o e e e e s 23
L 4 P 23
Use of Equipment and Vehicles.... ..o e e e 24
Emergency CloSIMgS ot e e e e e e s e e e e e e e e e n 24
Business Travel EXpenSes ..o e e 25
ViISITOrs in the Workplace. ... e e reraens 20
Computer, Email and Persanal Device Usage ....c.coov v 26
Workplace MONITOMNNG «.o e e e e s s e e e e rar e a e e aen e e rnens 27
Leaves Of A DS BN e e e s 28
LT [T I R PP 28
L L LY =T - Y 29
Personal Leave ..o e e s 30
EAUCAtIONal LBAVE ...t e e s 31
L T T I R Y 31
Pregnancy-Related ADSemCeS o e e e e reraens 32
Employee Conduct & Disciplinary AcCTion ...covviiiiciiii e e ve e e 33
Employee Conduct and Work RUles.....oe e e ea 33
Drug and Alcohol LSe....o e e e e e e 33
Sexual and Other UnlawTul Harassment.........oooo i 34
Attendance and Punctuality ... i s 3b
PersSonal A DD B araM R ..t e e e s 3b
= 0 o oo T Y 36
=T | = e Y 36
b= Tl | T oo L= o o o - Y 36
T T = o P 36
I L T N =T o S 37
Progressive DiSCipPlinE ... e e e s 37
Prablem Resolution. ... e e et e e e e 38
L EEar = | F= LT L 40
Life-Threatening llinesses in the Workplace ..o 40
=T o Y 40



AGREEMENT TEMPLATES

Affiliate Agreement

Artwork Agreement

Concept Protection Letter
Fulfillment - Letter of Intent
Fulfilment Program Agreement
General-Company Store Agreement
Independent Contractor Agreement
Mutual Non-Disclosure Agreement
Non-Compete-Agreement

Simple NDA-Non-Competition Agreement
Writer's Agreement

JOB DESCRIPTIONS

Bookkeeper

CEO
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Operations Manager
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Retail Sales Associate
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Sales Manager
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