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Reasons for Remote 
Needs Analysis

• Remote is becoming more common 
• Face-to-face will still happen, but will come 

further down the process

• Businesses will be taking time to get back to 2019 
levels 

• Less people available, busier than they have 
ever been 

• Meeting with a stranger will be harder to 
accommodate 

• Business owners more apt to take a call or shared 
screen meeting 

• Efficiency  
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Successful 
Remote Meetings 

• If you are going to do remote calls – do it 
right!

• Accept > Adapt > Accelerate 

• Data shows that a shared screen with your 
camera on yields better results 

• Consider these best practices for a 
successful remote meeting 

• REMEMBER: The goal is to conduct a 
successful Needs Analysis to understand 
the Desired Business Results
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Remote Meeting 
GuidelinesNeeds Analysis
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Guideline One 

Send an email when the meeting is set 

• Meeting app invite 
• Time
• Attendees
• Link to shared screen meeting
• Agenda
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Sample Email 

Hi Amanda, I’m looking forward to our call tomorrow. We will be using 
the “Teams” meeting app for our call. If you haven’t used Teams 
before, you might be prompted to download the app before our call. 
You’ll see a call number and link in the invite notes. I will share my 
screen to show relevant information and to collaborate on our notes 
and next steps.

I will have my camera on - this is very casual - but I don’t expect you to 
share yours unless you want to.
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Guideline Two 

Join the remote meeting 

• Five minutes prior to your appointment
• Enable your camera 
• Join the meeting via your shared screen 

app  

• It is awkward if the prospect gets there first
• This may be the very first time they are 

using the app 
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Guideline Three 

 Camera on
 Open with your agenda 
 Restate the purpose of the meeting 

o What you can do for the prospect 
o Ask questions about their business

 Begin with the end in mind

Begin the meeting by building rapport 
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Guideline Four 

 We recommend a 3-5 slide PPT deck 
 General overview of capabilities 
 Problems that you solve 
 Share an insight into their business

Share on screen what you would in 
person
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Guideline Five 

 It is important that they see the notes
 Ensure you’re capturing everything correctly 
 Ask whether you have missed anything 

important
 Add your logo for a nice touch 

Share your Word document and take 
notes
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Guideline Six

 Pause and capture the answers 
 Occasionally ask the prospect whether your 

notes accurately describe what you are 
discussing

Ask questions as you move 
through the 4As Needs Analysis 
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Guideline Seven

 Wrap up by asking what questions they 
have for you

 Secure the next step of the process 
 Send your notes to the prospect as soon as 

the call is over

Finish the call

Hi Amanda, Thank you for meeting with me today to discuss 
your business and your desired business results. 

Attached are the notes I took on screen today throughout 
our discussion, please review and let me know if anything is 
amiss. 

As discussed today, we have set a meeting for next 
Thursday to follow-up. 
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Additional Tips
 “Using Video in the Sales Process” Download 
 Be mindful of someone's time 

 Start on time and end early
 Close Outlook before you start the meeting 
 If a prospect wants to use their screen 

sharing app, check invite and download 
ahead of time if needed
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