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Introduction 

Welcome to The Selopedia Sales Toolkit! 
 

This toolkit is designed to empower small business owners, 

freelancers, and small sales teams with practical tools and strategies 

to develop and refine their sales process, attract more customers, 

and increase revenue. 

Who This Is For: 

• Small business owners seeking to grow sales 

• Freelancers and consultants building customer relationships 

• Small sales teams looking for structured guidance 

 

How to Use This Toolkit: 

 

Work through each section at your own pace. Use the exercises and 

templates immediately by customizing them to your business. The 

toolkit’s goal is to help you implement effective sales habits and 

processes that bring measurable results. 

  



 

Building a Strong Sales Foundation 

 

• Identify Your Target Customer: 

Think about who benefits most from your 

product or service. Consider demographics, 

location, pain points, and buying behaviour. 

This helps focus your efforts on the right 

audience. 

• Craft Your Unique Selling Proposition (USP): 

Your USP is what makes your business 

different and valuable to customers. It can be 

quality, price, service, or a unique feature. 

Write it clearly so it guides all your sales 

messages. 

• Worksheet: 

In one sentence, describe what your business 

offers and why customers should choose you. 

Example: "We provide fast, affordable, and eco-

friendly packaging solutions for small food 

businesses." 



Lead Generation Strategies 

 

• Online Methods: 

Use free and low-cost channels like Google My 

Business to help local customers find you. 

Engage in Instagram and WhatsApp groups 

relevant to your niche by sharing useful 

content and offers. 

• Offline Methods: 

Attend local networking events and create 

business cards to distribute. Partner with 

complementary local businesses for referrals. 

• Lead Capture Template: 

| Name | Contact Info | Interest Level | Notes 

| Follow-up Date | 

|------|--------------|----------------|-------|-----------

-----| 

  



 

Customer Acquisition Tactics 

• Introductory Deals: 

Offer limited-time discounts or bundles to 

encourage trials. 

• Referral Programs: 

Motivate happy customers to refer friends by 

rewarding both parties. 

• Sample Referral Message: 

"Hi! As a thank you for referring friends to our 

service, both you and your friends will receive 

10% off your next purchase." 

  



 

Sales Scripts & Templates 

 

• Inquiry Response Email/SMS: 

"Hello [Name], thank you for reaching out! I’d 

love to help you with [product/service]. When 

would you be available for a quick chat?" 

• Cold Call Script: 

"Hi, this is [Your Name] from [Business]. I’m 

reaching out to let you know about how we 

help [target audience] solve [specific 

problem]. Would you be interested in a brief 

conversation?" 

• Follow-Up Template: 

"Hi [Name], just following up to see if you had 

a chance to consider our last conversation. Let 

me know if you have any questions!" 

  



 

Closing More Sales 

• 3-Step Objection Handling: 

1. Listen 

2. Clarify the objection 

3. Resolve with relevant benefits or alternatives 

• Sample Script: 

Customer: "It’s too expensive." 

You: "I understand budget is important. Our pricing 

reflects the quality and support included, but we 

can explore a package that fits your needs better. 

What’s your main priority?" 

  



 

Customer Retention 

• Loyalty Programs: 

Simple point rewards or discounts for repeat 

customers. 

• Feedback Follow-Up Messages: 

"Thank you for your purchase! We’d love your 

feedback to help us improve." 

• Thank-You Note Template: 

"Dear [Name], thank you for choosing us! We 

appreciate your business and look forward to 

serving you again." 

  



 

Progress Tracker 
 

Weekly Sales Activity Table: 

Date Leads Contacted Appointments Held Sales Closed Notes 

     

     

     

     

     

     

     

     

 

Use this tracker weekly to measure your activity levels and adjust your approach. 

  



 

Resources & Next Steps 

• Free Tools to Explore: 

Canva (design), Google Forms (surveys), 

WhatsApp Business (customer 

communication) 

• Learn More: 

Visit the Selopedia blog and join free webinars 

to deepen your sales knowledge. 

• Closing Inspiration: 

"Every big client started with a simple hello." 
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