
 Build Excitement for the Event
Share logistics of the meeting. Have sales leadership create a welcome 
video sharing goals and vision for the meeting. Offer a series of self-
directed learnings, pre-recorded sessions, or virtual brainstorming 
sessions before the event.

 Share Preview Videos
Video is a great way to connect sales people with leaders and SMEs 
who will be speaking at the meeting. Speakers can also share their 
presentations in advance of the meeting so attendees come prepared  
to ask questions.

 Prep Attendees
Are you launching a new product? Teaching a new sales technique?  
Prep attendees with content and quizzes so that they come prepared 
with a baseline of knowledge.

 Introduce External Speakers
Introduce your external speakers and share topics and expertise.  
Even better, preload content from the external speaker or trainer  
into a channel or course.

Virtual National Sales  
Meeting Checklist

Use this checklist to plan and deliver a  
comprehensive and engaging sales meeting  
that will set your sales force up for success.
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 Establish a Baseline
Find out where your team needs help. Run a flash drill to determine 
strengths, weaknesses, and specific areas of focus at the meeting.

 Run a Contest
Use the meeting as a catalyst to build some friendly competition and 
solicit new content. Challenge your reps to submit the best idea from 
the field, best pitch, best objection handling talk track, or any topic  
that supports your focus. Prior to the event, select three finalists and 
allow attendees to vote for the winner live.

 Capture Sessions
Record each live meeting session for future use. Share the entire 
meeting and each speaker’s session with your team. Break longer  
videos into shorter, topic-specific segments for reinforcement and  
new hire onboarding.

 Coach Your Coaches
Include a session on the practice of coaching for managers. Take 
advantage of this dedicated time to share your coaching methodology, 
manager success stories, and practice using feedback.

 Conduct Knowledge Check-Ins
Launch a video quiz after each session to measure and validate 
understanding. Use practice exercises, quizzes, or flash drills to  
keep key information and new learnings top of mind.

 Support Private Practice
If your reps will undergo a live certification at the meeting, build in  
time for private practice before going live.

 Keep the Knowledge Alive
Create a dedicated content channel for sharing session recordings, 
handouts, and all meeting-related assets before, during, and after 
 the event.

 Solicit Feedback for Next Year
Ask participants to share their suggestions and top three takeaways 
from the meeting.

 Say Thank You
Have sales leadership send a short thank you video to attendees 
reinforcing key take-aways, outlining any next steps, and reinforcing  
the company vision.
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