The Sales Process: From Start to Finish


You finally got a hold of the customer, and they want to know what the cost will be.  Gather all the information you can as to what our employees will be doing, shift, pay, dress code, hours and any other information you feel is necessary.  Let the customer know you will be in contact with them as soon as you get with your Work Comp department to determine the rates.  Make sure you have the customer’s contact information! 

Step 1: Fill out the Sales Call form completely (Attached but looks like this): 

Sales Call Form

Name of Business: __________________________________________
Address: __________________________________________________
Phone Number: __(_____)____________________________________
Name of contact:____________________________________________
Email address: ______________________________________________
Type of Business: ___________________________________________
Type of work to be done by temps: ______________________________
__________________________________________________________
Requirements: ______________________________________________
# of temps Required: _________________________________________
Anticipated Start Date: ________________________________________
Hours: _____________________________________________________
Rate of Pay: _________________________________________________
Accounts Payable Contact: _____________________________________
Accounts Payable Phone Number: _______________________________
Accounts Payable E-mail: ______________________________________
How do they want invoice sent over (Circle One): E-mail    Mail     Fax
*If fax, what is the fax number: _______________________________










Step 2: Fill out the WC Request form and send to Wil @ wwarner@desemploymentgroup.com (Attached but looks like this): 

	
	

	
	

	DES STAFFING WORK COMP. REQUEST FORM

	
	

	
	

	DATE:
	15-Feb-21

	
	

	PERSON COMPLETING FORM:
	Julie Redmond

	
	

	WAGE RATE OF POSITION:
	$15.00 

	
	

	CLIENT'S NAME:
	A-1 Disposal 

	
	

	CLIENT'S ADDRESS:
	5415 Downs Blvd SW 

	
	Cedar Rapids, IA 52404

	
	

	CLIENT'S PARENT NAME:
	A-1 Disposal 

	
	

	CLIENT'S WEBSITE ADDRESS:
	https://www.a1disposalservice.net/

	
	

	CLIENT'S PRIMARY BUSINESS:
	Garbage collection 

	
	

	DETAILED DAY TO DAY TASKS TO BE
	

	PERFORMED BY EMPLOYEES:
	Throwing garbage in a truck 

	
	

	
	

	
	

	POTENTIAL HAZARDS / SAFETY CONERNS  
	

	EMPLOYEES COULD BE EXPOSED 
	getting run over by said truck 

	
	Getting a cut by glass/needle



**This needs to be filled out completely.  If the parent address is somewhere other than the worksite address, include the worksite address in the email to Wil.  Some companies will have a “parent name” example:  Hampton Inn is the company name but the Parent Name is Hilton.  Make sure that is included. 





Step 3: Run the Experian report: 
· Sign in 
· Enter the Business Name – as you type you should start seeing companies pop up under “recent activity”  
· Enter the City next – this will narrow down the list
· Click on the Company you want, this will take you to another screen
· Click on “Credit Pull Settings Scoring Model” drop down and choose Intelliscore Plus V2 
· Under Commercial Credit Score on the right side choose the box next to Intelliscore
· Click on View Reports on the lower left, this will take you to a new screen again with the report. 
· Click on Print/Save (Blue button kind of in the middle) 
(Keep this handy as you will be sending it to Wccompliance once the agreement is signed)


Step 4:  Once you receive your markup back from Wil, you are ready to contact the customer and review them.  Make sure you review what the cost will be per hour per employee, the terms (ALWAYS UPON RECEIPT unless approved by Dan), and the hours before hiring a temp on.  

Step 5: The client agrees to the numbers!! Now you can put together the GSA via HelloSign.  
	HelloSign how to: 
· Sign into HelloSign
· Click on Log In
· Click on HelloSign
· Enter information
· On the left side click on Templates
· Click Templates under the first Templates 
· Click on the “Down Arrow in the Circle” to the right of General Staffing Agreement
· Click Use Template
· Click Next 
· Enter in your information 
· Enter in client information 
· Click Next 
· In the box for Message to Signers, type in “Please select yes or no in the requirements section above signature, thank you!” Then click send for signature. 
· Check your e-mail! The agreement is coming to you! 
· Open the email and click on the link.  Once it is open, click “get started”
· Enter in the customer’s name, tab to the next section. 
· Enter in the address of the customer, tab to the next section. 
· Payment is due “UPON RECEIPT” (unless approved otherwise), tab to the next section. 
· Enter the number of hours the temp will have to work before being hired on.  Generally, this is 520 hours. Tab to the next section
· Enter Job Description, tab, Enter Shift, tab, enter location (City is fine), tab, Hourly pay rate.  If you don’t know put TBD. Tab to the next section. 
· If there is only one job being staffed for at the company, put N/A in the next 4 fields. Tab to the next section. 
· The hourly markup is: (Fill this out) Ex:  Markup is 1.50 or 50% Example: Pay rate is $10.00 per hour worked per employee x 1.50 = a bill rate of $15.00 per hour worked per employee.  Tab to the next section. 
· Temp-to-Hire hours: enter the # in if there are temp to hire hours. 
· In this section, fill out the appropriate costs (see picture below): We fill out the “blue” part. 
· State – is not the local background that we automatically do, this is through the background company.
· National – This is the National Background check. 
· Drug Test – either 5 or 10 panel
· MVR – State or National – this can be done through the background check company.  
· [image: Table

Description automatically generated]
· Skip down to the Signature part
· Top line will be DES Employment Group – (Your Location) EX: DES Employment Group, Des Moines
· 2nd line is your signature (electronic) 
· 3rd line will be your printed name
· 4th line is the date. 
· Congratulations! You are done, just click send and it will go to the client.  All you have to do is wait for the e-mail stating that all parties have signed the document. 

Step 6: Email Credit Application

Step 7: Fill out the accounting Sheet: 
	
	Salesperson's Name:
	(Your Name) 
	
	

	Date:
	(Date filled out)
	
	

	
	
	
	

	Company Name:
	ABC TOWING 
	
	

	
	
	
	

	DES
	
	
	

	
	
	
	

	Contact Person:
	Jim Bobby
	
	

	
	
	
	

	Address:
	111 11th St NW 
	
	

	
	Cedar Rapids, IA 52405
	

	
	
	
	

	Phone:
	319-999-9999
	
	

	Fax:
	
	
	

	
	
	
	

	Billing Address: 
	
	
	

	(If different from above)
	
	
	

	
	
	
	

	Accounts Payable Contact:
	Jane Smith 
	
	

	         Phone:
	319-888-8888
	
	

	         Fax:
	
	
	

	         Email:
	janemsith@abctowing.com
	
	

	
	
	
	

	Send Invoices Via:
	Email
	
	

	
	
	
	

	WC Code
	Markup
	MIN. MU

	IA8810
	1.43%
	1.43
	*The Mark up that Wil sent over

	 
	(This is how much you
	 
	

	 
	actually marked up) 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	Net Terms:
	Upon Receipt 
	
	

	
	
	
	

	Drug Test Charge:
	(if there is one)
	
	

	
	
	
	

	Crim Check Charge:
	(if there is one) 
	
	

	
	
	
	

	
	
	
	

	Temp - Hire Hours:
	(how many) 
	
	

	
	
	
	

	Additional Notes:
	
	
	

	
	
	
	

	Description of Job:
	Clerical 
	
	

	
	
	
	

	Company Line of Business:
	Towing 
	
	

	
	
	
	

	Servicing Office:
	Cedar Rapids 
	
	

	
	
	
	







Step 8: We got the e-mail!! Open the document and save it so you can attach it to your email & in Avionte.  Ex: ABC Towing GSA 

Step 9: Email the following docs to wccompliance@desemploymentgroup.com
· Accounting Sheet 
· GSA
· Safety Checklist (After your ops manager does a client tour) 
· Experian Report
· Credit Application 
· Credit Card Auth form if needed

Step 10: Upload all documents in Avionte – each one has its own document type. 

Step 11: Get with your Ops Manager, tell them about the job, let them know if there are any background requirements or drug testing. Schedule the tour for your Ops Manager if you haven’t already or do a GoTo meeting to introduce your Ops team to the Hiring Manager.  
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