
How to Create a 
Sales Playbook

C H E C K L I S T

STEP 1: GATHER INPUT

Conduct in-depth interviews with your best sellers, sales 
leaders, and subject matter experts

	� Prepare a structured set of questions focused on sales 
process, techniques, and strategies

	� Ask about top performers’ approaches to prospecting, 
qualifying leads, conducting needs discoveries, handling 
objections, and closing deals

	� Inquire about the tools and resources top performers 
find most valuable

	� Discuss top performers’ most successful deals and what 
made them stand out

Analyze approaches and strategies 

	� Look for patterns in how top performers structure their 
sales conversations

	� Identify common techniques used for building rapport 
and trust with prospects

	� Examine how top performers tailor their approach for 
different industries or buyer personas

	� Note any unique or innovative strategies the best  
sellers employ

Identify common themes and best practices

	� Compile a list of recurring strategies and tactics 
mentioned by multiple top performers

	� Highlight approaches that align with your company’s 
values and sales philosophy

	� Categorize best practices by sales stage or activity (e.g., 
prospecting, needs discovery, presentation, negotiation)

STEP 2: DOCUMENT CURRENT BEST PRACTICES

Review successful deals and identify what worked well

	� Analyze win/loss reports for the past year

	� Conduct post-mortem analyses on the biggest or most 
strategic wins

	� Identify key actions or decisions that contributed to  
deal success

	� Note any innovative approaches or unique value 
propositions that resonated with buyers

Analyze sales data for insights

	� Examine metrics, such as conversion rates, at each stage 
of the sales funnel

	� Look at average deal sizes, sales cycle lengths, and  
win rates

	� Identify any trends or patterns in successful deals  
(e.g., industries, company sizes, decision-maker roles)

	� Use CRM data to map out the typical buyer’s journey  
for your most successful deals

Create a repository of effective approaches

	� Develop a centralized database or knowledge base of 
proven sales techniques

	� Organize best practices by sales stage, buyer persona, 
or industry vertical

	� Include specific examples and context for each  
best practice

	� Create a system for continually updating and refining 
this repository

A great playbook is not just a document—it’s a catalyst for change and a cornerstone of sales excellence. Use 
this step-by-step process to help you gather input, document best practices, and refine your playbook for 
maximum effectiveness.
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STEP 3: DEFINE SALES STAGES AND ACTIVITIES

Clearly outline each stage of your sales process

	� Map out the sales cycle from prospecting to close

	� Define clear entry and exit criteria for each stage

	� Align your stages with the typical buyer’s journey in  
your industry

	� Ensure stages are measurable and trackable in  
your CRM

Define key activities and objectives for each stage

	� List critical tasks that must be completed in each stage

	� Set clear goals and desired outcomes for each stage

	� Include guidance on how to dis/qualify opportunities at 
each stage

	� Specify any required approvals or checkpoints  
between stages

Create checklists for each stage to ensure consistency

	� Develop comprehensive checklists of required actions 
for each stage

	� Include links to tools, templates, or resources for each 
checklist item

	� Consider creating separate checklists for different 
product lines or market segments

	� Ensure checklists are accessible within your CRM or 
enablement platform

STEP 4: CREATE TOOLS, TEMPLATES, AND SCRIPTS

Develop email templates for different scenarios

	� Create templates for initial outreach, follow-ups, 
meeting confirmations, and proposal submissions

	� Include customizable sections to allow for 
personalization

	� Develop separate templates for different buyer personas 
or industries

	� Ensure templates align with your brand voice  
and messaging

Create call scripts for various situations

	� Develop scripts for cold calls, discovery calls, demos, 
and follow-ups

	� Include key qualifying questions and value propositions

	� Provide guidance on handling common objections

	� Create branching scripts to account for different 
prospect responses

Design presentation outlines for different stages of the 
sales process

	� Create standard outlines for initial pitch decks, detailed 
solution presentations, and executive summaries

	� Include guidance on customizing presentations for 
specific industries or use cases

	� Provide tips on effective slide design and data 
visualization

	� Include talk tracks or speaker notes to guide presenters

STEP 5: INCLUDE CASE STUDIES AND SUCCESS 
STORIES

Collect and document customer success stories

	� Interview satisfied customers to gather detailed 
accounts of their experience

	� Focus on quantifiable results and ROI achieved with 
your solution

	� Capture quotes and testimonials for use in  
sales materials

	� Ensure you have success stories that cover various 
industries and use cases

Create case studies that highlight your value 
proposition

	� Develop a standard format for case studies that includes 
challenge, solution, and results sections

	� Use data and metrics to demonstrate the impact of  
your solution

	� Include information on the implementation process and 
customer support

	� Create both detailed written case studies and shorter, 
visual versions for different uses
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Organize these materials for easy access and reference

	� Categorize case studies by industry, company size, or 
specific challenges addressed

	� Create a searchable database of success stories  
and testimonials

	� Develop a system for regularly updating and adding 
new case studies

	� Ensure sales team can easily access and share these 
materials during the sales process

STEP 6: INCORPORATE SALES ENABLEMENT 
CONTENT

Collaborate with marketing to create sales-specific 
content

	� Work with marketing to develop content that addresses 
common sales obstacles

	� Create content for each stage of the buyer’s journey

	� Ensure alignment between marketing messages and 
sales talking points

	� Develop content that educates prospects on industry 
trends and challenges

Develop one-pagers and other quick-reference 
materials

	� Create concise overviews of your products or services

	� Develop comparison sheets that highlight your 
competitive advantages

	� Create FAQs documents addressing common  
buyer concerns

	� Develop ROI calculators or other interactive tools to 
demonstrate value

Ensure all content is easily accessible and up to date

	� Implement a centralized content management system

	� Establish a process for regularly reviewing and  
updating content

	� Provide guidance on when and how to use each piece 
of content in the sales process

	� Set up analytics to track content usage and effectiveness

STEP 7: REVIEW AND REFINE

Tailor to your organization 

	� Customize the playbook to your sales process and 
methodology 

	� Incorporate your company’s unique value proposition 
and competitive advantages 

	� Align the playbook with your organization’s culture and 
communication style

Have key stakeholders review the draft playbook

	� Share the draft with sales leaders, top performers, and 
representatives from marketing and product teams

	� Provide a structured feedback form to gather input

	� Hold review sessions to discuss major sections

	� Align with overall company strategy and goals

Conduct a pilot test with a small group of sellers

	� Select a diverse group of sellers to test the playbook

	� Provide training on how to use the playbook effectively

	� Set clear expectations for playbook usage during the 
pilot period

	� Establish metrics to measure the impact of the playbook 
on sales performance

Gather feedback and make necessary adjustments

	� Collect both quantitative and qualitative feedback from 
the pilot group

	� Analyze sales metrics to assess the playbook’s impact

	� Identify areas of the playbook that need clarification  
or expansion

	� Make revisions based on feedback and pilot results 
before full rollout

STEP 8: PLAN FOR IMPLEMENTATION AND 
ADOPTION

	� Develop a change management strategy for rolling out 
the playbook

	� Create a communication plan to build excitement  
and buy-in

	� Conduct comprehensive training to introduce the 
playbook and encourage adoption with ongoing 
coaching and reinforcement
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