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"Identify your uniqueness... if you can't... create it!" 

— Management Magic  
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 In many ways, this unit is the culmination of the material we have 
seen thus far. Certainly, you must develop the skills and techniques 
we have discussed throughout the ON-Trac program to generate 
enough business to be considered successful. However, you must 
plan and coordinate the execution of all these activities so they lead 
to a positive and profitable end. 

In this unit, we will discuss how you must first set an annual sales 
goal, then use it as motivation for planning the activities it takes to 
reach it. Once you have set activity goals, you must develop a 
system for scheduling them. You might consider the material in this 
unit the glue that binds together the elements of a successful 
career.  
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 Once you've completed this unit, you should understand the: 

1. Basic requirements for a successful business 
2. Importance of annual goal setting 
3. Importance of activity ratios and how they complement good 

planning 
4. Relationship between activity and weekly goals 
5. Importance of planning and organizing every business day 
6. Importance of effectively managing your time and activities 
7. Current Ohio National time management tools 
8. Importance of keeping records 

The components listed below interact with this section and 
can be found by navigating to the ON-Net Forms Catalog. 
(User log-in required.)  

NOTE: It is recommended that students have hard copies of all 
forms referenced in this material. Please order or print the forms 
listed below via the ON-Net Forms Catalog for use as a reference 
throughout the course.  

 Weekly Activity Report (Form 1176)  
 ON-Trac Weekly Activity Report Definitions (Form 1176-A)  
 Chart Your Course for Success & Business Records (Form 

1177)  
 Quarterly Agent Activity Summary (Form 1179)  
 Sales Activity Manager Productivity Planner and/or 

eScoreBoard alternatives from Sales Activity Management, 
Inc. ( www.salesactivitymanagement.com)  

 The Trusted adviser (www.limra.com)  
 Copytalk (www.copytalk.com)  
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 The type of business you build is as important as the way you build 
it. Consider the following basic factors that should be part of any 
successful, professional insurance practice. 

 Look at the bottom line. The motive to make money is a 
basic and honorable one. There is nothing wrong with being 
honest about it. After all, the financial possibilities of this 
profession are one of the major reasons you have entered it. 
Make sure you operate your business at a profit and keep a 
close eye on your bottom line. 

 Generate sufficient income from production. All your 
income will come from sales. As we saw in an earlier unit, 
sales are a result of productive activity, and activity can be 
planned and managed. Make sure your activity and 
production objectives will support your income goals. Later in 
this unit, we will see how your Chart Your Course for 
Success & Business Records, Activity Planner, and 
Weekly Activity Report & Definitions will help you 
establish meaningful goals, as well as manage your time and 
activity. 

 Operate at acceptable expense levels. Income is 
important, but so is profit. Profit is what you have left once 
you've paid the bills. Positive cash flow is when there is more 
money coming in than going out. Controlling expenses and 
managing cash flow can make the difference between a 
profitable and unprofitable operation, especially for a new 
business with an uncertain income stream. Business 
expenses are part of doing business. However, managing 
expenses is essential for maximizing profits. 

 Make sure expenses will provide the expected returns. 
Spend money to make your business profitable, but first, 
weigh costs against the anticipated benefits. For example, 
don't invest in a GPS or cell phone with all the bells and 
whistles unless you spend a lot of time on the road and need 
it to keep scheduled meetings, call clients, and keep in 
contact with the office. 

 Make sure any expenses help you work more efficiently 
and effectively. For example, if hiring part-time clerical help 
will free you up for more sales calls, that's an expense that 
can make your activities more efficient and effective. 

 Keep records that provide necessary documentation. 
The only way you'll know if your business is profitable is by 
keeping records. Your record keeping system should be 
simple and accurate. You don't want to spend an inordinate 
amount of time keeping your records up-to-date when you 
could spend that time more productively prospecting or 
making sales calls. Your Activity Planner and Business 
Records also help you keep track of mileage, entertainment, 
and other monthly expenses. 

In addition a record keeping system should allow you to:
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In addition, a record keeping system should allow you to: 

1. Provide for quarterly cash flow projections; 
2. Compare projections to actual profit and loss figures; and 
3. Periodically determine the net worth of your business (assets 

minus liabilities). 
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 Quality business, which is sold to meet the needs of qualified 
prospects, is business that is more likely to stay on the books. 

 Quality business means persistency. Persistent business 
has a direct impact on your compensation. Lapsed business 
can result in the loss of first-year commissions, as well as 
subsequent renewals and bonuses. In addition, you may 
have lost the potential for additional sales to these 
policyholders, as well as any potential referrals. 

 The type of individual to whom you sell can impact your 
persistency. Statistics show that lapses occur more often 
among lower-income earners than among upper-income 
earners. As people mature, they tend to become more stable 
and take a longer-term view of life. That's why there is 
generally a sharp rise in persistency after age 30. 

Work with the policyholder to conserve the case. You'll 
be notified by corporate headquarters when one of your 
policies is about to lapse for nonpayment of premium, so 
you'll have enough time to contact the policyholder before 
the end of the grace period to try and save the business. 
Find out why the business is about to lapse. If the 
policyholder is experiencing a temporary financial shortfall, 
urge him or her to find some way other than dropping the 
policy to cope with the situation. If there is sufficient cash 
accumulation, suggest a policy loan to pay the premium. If 
the financial problem is more long-term, consider changing 
the mode or frequency of payment to improve the 
policyholder's cash flow.  

 Service is an important part of maintaining quality 
business. As we discussed in ON-Trac II, Unit V, After the 
Sale you must keep pace with the changes in your clients' 
lives. 
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There is no such thing as standing still. If you do, you lose 
ground. Stay in touch with the changes and needs of those who 
fit your prospect profile and target markets. Make sure you keep 
your eyes on the future by keeping your knowledge and skills 
sharp through practice, continuing education, study groups, 
business reading, and seminars. In short, broadening your 
horizons may help you grow your business. 
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 List all the things you hope to accomplish in the next year. Don't 
worry about priorities initially. Then, rewrite your list in priority order. 
For example, a priority list might include: 

For an Experienced Sales Associate  

1. Do two Business Viewpoints or Business Financial 
Checkups (BFCs) before noon, three days per week, on 
referrals who meet my prospect profile. 

2. Qualify for the Ohio National Wall of Fame by 4/30 and 
President's Inner Circle by 10/31. 

3. Qualify for the MDRT Court of the Table. 
4. Attend MDRT Annual Meeting. 
5. Write 100 lives to qualify for the Ohio National Century 

Club. 
6. Earn a gross income of $300,000. 
7. Become Quality Leader of the Month. 
8. Increase disability income insurance policy sales by 30 

percent. 
9. Continue regular workouts at health club three days/week. 

10. Devote four hours per week to community service. 
11. Take the family on a summer vacation. 
12. Take the family on a winter vacation. 

For a New Sales Associate  

1. Make sure ON-Trac activity goals are met; have 12-15 
prescheduled meetings arranged; obtain 20 on-profile 
referred leads/week; and earn 30 activity points/week. 

2. Do two Personal Viewpoints or Personal Financial Checkups
(PFCs) before noon, four days/week, on referrals who meet 
my prospect profile. 

3. Qualify for First Quarter Club. 
4. Begin self-study for the Series 7 Registered Representative's 

securities registration. 
5. Become VIP of the Month. 
6. Attend corporate headquarters Personal Insurance Seminar; 

enroll in LUTC Personal Insurance course; and complete all 
ON-Trac units. 

7. Write 100 lives to qualify for the Ohio National Century 
Club. 

8. Earn a gross income of $75,000. 
9. Have disability income insurance account for 25 percent of 

sales. 
10. Begin regular workouts at health club three days/week. 
11. Join community booster group. 
12. Take four three-day weekends. 
13. Take the family on a one-week vacation. 
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 Once you know your priorities, you must plan, then manage, the 
activity it will take to reach these goals. To do so, you must know 
your numbers. They can be determined by using the approach 
described in Chart Your Course for Success & Business 
Records. You want to begin planning next year's activity by 
carefully analyzing your past performance. In Chart Your Course 
for Success & Business Records, you'll find "My Past 
Performance" worksheets. Completing them will give you a 
comprehensive look at last year's production and activity 
performance, plus your awards and recognition, business 
education, expenses, product and market analysis, and former 
prospect profile. 

If you're a new Sales Associate who cannot base activity on past 
performance, consult with your General Agent or trainer and use 
your Activity Report to help plan the activity it will take to reach your 
goals. Company and industry standards usually determine first-year 
activity. As you become more experienced, use activity ratios 
based on your performance.  
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 The "Preparation for the New Year" worksheets of the Chart Your 
Course to Success & Business Records are an excellent 
resource to use to take personal stock in your work habits, skills, 
and characteristics. Once you have isolated the skills you want to 
improve, develop a schedule of activities that will give you the 
expertise you're seeking. Many successful seasoned advisers have 
used the what, how, when approach to do this. You identify exactly 
what you want to do, how you plan to do it, and when you plan to 
get it done. For example, let's assume you want to improve your 
fact-finding technique. 

What (Objective) 
To be able to gather more meaningful information 
about the intangibles that influence a prospect's 
decision to buy. 

How 
Use an approved, preprinted fact-finder and develop 
open-ended, probing questions that successfully get 
prospects to discuss their risk profile as well as their 
personal and business objectives.  

When 
I will study the ON-Trac II "Conducting Win/Win 
Meetings (Unit IV), my preferred selling system 
materials, and some of my past completed fact-
finders. On each of the next three Friday afternoons, I 
will meet with _____ and role-play my techniques. 

Working with your skills inventory and improvement program may 
pay dividends instantly. Once improvements have set in, you will 
notice a drop in the activity per sale associated with the skill or 
skills you have improved — proof positive that you are working 
smarter.  
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 As you can see from the following chart, each category leads you to 
the next step in the sales cycle. If you don't have leads, you can't 
make calls; therefore, you can't schedule meetings, and so on. It's 
important to note that, any time you positively impact the activity 
required to reach the next step, or increase your average 
commission, you improve your effectiveness and productivity. Just 
increasing your numbers may not be the best course of action. The 
old adage — work harder and smarter — certainly applies. 

Working smarter may mean taking an objective look at your skill 
level. For example, on-profile referrals are much more effective 
than raw names. Improvement in your referral techniques can help 
you increase your effectiveness. Improving your prospect profile or 
fact-finding techniques can reduce the activity you need to reach 
certain sales goals. To make sure you're working as smart as you 
can, identify the skills that may need improvement. To do so, rate 
yourself according to the skill level you feel you possess.  

Sales Activity Goals  

The "My Activity Goals for Year _____" worksheet, from Chart 
Your Course for Success & Business Records, allows you to 
project the weekly, monthly, quarterly and yearly activity it will take 
to meet your sales goals, based on firm standards, or your past 
year's performance.  

Begin by entering your First-Year Annualized Commission goal. 
When you divide this number by last year's Annualized Commission 
per Case, you get the number of paid cases you will need for the 
year to meet your goal.  

Break this number down to quarterly, monthly, and weekly totals. 
Determine the number of on-profile Referred Leads, Initial 
Meetings, Cases Opened, Closes, Business Lunches, and Fact-
Finders needed to meet your goal, then break that down into 
quarterly, monthly, and weekly totals.  
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 You certainly want time on your side, and you'll only have it if you 
learn how to manage it effectively. Time is one of your most valuable 
resources; you must use it wisely to meet your goals and build a 
profitable business. 

Time management is nothing more than prioritizing tasks and planning 
activities to make sure you accomplish the most important ones first. 
Certainly, your most important activity is making sales presentations 
and closing. Although your other sales-related activities (such as on-
profile referrals, initial meetings, and fact-finding) are essential, there 
can be no doubt that your number one priority is having enough time 
for effective closing sales presentations, completing applications, and 
getting the checks.  
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 The bottom line with time management is taking the steps 
necessary to maximize the amount of time you have for presenting 
your recommendations and closing. Since you can't ignore or 
eliminate your other important activities (for example, if you 
eliminate on-profile prospecting, you soon won't have any 
prospects for presentations), you must find ways to ensure that you 
are spending your time as efficiently and effectively as possible. 

Get organized.  

Carefully assess and prioritize your activities. Understand any 
scheduling constraints imposed by your geographic area or market. 
Make sure your time management plan accommodates both your 
needs and those of your prospects and clients.  

Schedule selling time first.  

Since selling is most important, make sure you schedule it first. 
That also includes activities that keep your stream of on-profile 
prospects flowing. Everything else should be worked around your 
prospecting, initial meetings, fact-finding, and closing.  

Set aside periods for non-sales work.  

These tasks include administrative tasks like record keeping, 
accounting, continuing education, business reading, firm meetings, 
sessions with your General Agent or trainer, correspondence, 
paperwork, and service calls. It also includes having a regular time 
to plan the next week's activities.  

Use your activity ratios.  

Know well in advance how many prospects, telephone calls, 
contacts, and meetings you need to schedule. The Weekly Activity 
Report presents suggested activity levels — use those as minimum 
standards.  

Don't wait until Friday afternoon to determine how many calls you 
have to make Monday morning. Do your meeting scheduling for the 
next week, not the current week. This will provide a safeguard 
against postponements or cancellations (which run as high as 25 to 
30 percent), and you'll project an image of success if you ask 
people for scheduled meetings a week or more in advance.  
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 Schedule meetings geographically. 

Don't waste time driving all over every day if you can call on people 
in one localized area. If your "territory" warrants, divide it into 
quadrants and work a different quadrant each day. By limiting your 
travel time, you not only manage your time more effectively, but you 
also help reduce your business expenses.  

Start early.  

You can get a lot of non-sales work done in the office early in the 
morning before prospects and clients are ready to be seen or 
called. Also, if you have scheduled evening meetings, use the 
interim time in the office to get non-sales work, study, and skill 
development done.  

Use the telephone.  

Confirm your scheduled meetings far in advance, especially ones 
that seemed "iffy" when made, and always have someone else to 
contact or see when you have broken or postponed meetings or 
down-time.  

Stick to your priorities.  

Everybody wants everything yesterday. Don't abandon your 
priorities to meet every urgent demand that comes your way. If your 
schedule is organized well enough, there will be time to follow up 
on the things people want you to do without taking time away from 
your important sales activities.  

Use down-time productively.  

If you have time on your hands between meetings, call on other 
prospects or clients in the area, make calls from your cell phone, do 
businessowner or market surveys, or do some business reading. 
Use drive time to listen to motivational or self-help audio tapes, or 
use Copytalk® or a pocket-sized tape mini/micro recorder to make 
notes to yourself.  
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 Don't waste time. 

Coffee at your favorite establishment or with another Sales 
Associate may be pleasant, but it isn't productive, so make sure 
you keep it in perspective. Don't use work time for personal errands 
and don't become desk-bound. People do not normally call and 
say, "I've been thinking of dying lately. Please come out and see 
me." Develop sound, aggressive work habits and plenty of self-
discipline. Don't procrastinate, but do be proactive with a sense of 
urgency to "do it" now. Go out, network, see people, get on-profile 
referrals, set initial meetings — and you will achieve the success 
you desire.  

Delegate.  

There are some things, such as prospecting and selling, that you 
have to do yourself. However, as you gain experience, there are 
many more activities that can be delegated to a secretary or 
administrative assistant. These may include some record keeping, 
running illustrations, and handling correspondence and other 
paperwork. Whenever you can, delegate jobs that will free you up 
for more productive work. Don't overlook the increased 
contributions your accountant might be able to make. Paying to 
delegate can be a very cost-effective business expense.  

Don't shortcut family time.  

Your family is a very important part of who you are. Make sure 
there is enough time in your schedule for the people who mean the 
most to you, and schedule your work around it. Just be sure to work
when you schedule work.  

Keep records.  

Use the Activity Planner and Business Records to keep track of 
how you spend your time and to record your efficiency. This should 
correspond closely with your work and personal planning schedule. 
If it doesn't, find out why and correct it.  

Evaluate your time management skills.  

You and your General Agent or trainer should periodically review 
your time management system to see how it is working. You will 
want to revise it as you gain experience and refine your business 
operation. Always be on alert for ways to work smarter, not harder. 
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 Activity Planner 

The Activity Planner is a time-tested system developed to help you 
become more successful. Ohio National is not affiliated with nor 
sponsors nor endorses any one practice management system, but 
many Ohio National producers use Sales Activity Management, Inc. 
(SAM) materials. See your General Agent, trainer, or ON-Net 
University ON-Net Industry Links (Click on the respective logo.) for 
details. The objectives of the system are to help you:  

 Allocate your time so you develop realistic expectations for 
work activities in relation to your other activities 

 Set a minimum income goal 
 Set minimum activity levels required to attain your income goal
 Keep accurate records 

Some features of the Ohio National (and above vendor) planning 
tools to help you manage your time more effectively are:  

 Weekly Planning Pages 

These are vendor planner pages where you record scheduled 
meetings. Time slots throughout the week allow you to 
schedule personal and business meetings and events. After 
each completed scheduled meeting or face-to-face contact, 
take an additional few seconds to record what transpired on the 
previous call. Use the abbreviations suggested in Ohio 
National's Definitions for Weekly Activity Report (Form 1176). 
To help you measure your effective daily performance against 
industry standards, check your Activity Points regularly 
throughout each day to be sure you accomplish your 
objectives.  

 Client Pending/Case Open List 

 New Open Cases 
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  Business Records 

Successful businesses, regardless of industry or type, 
whether corporate, partnership, or sole proprietorship, keep 
records. MDRT-level producers (or above) keep track of their 
activity performance to stay focused, know where they are, 
where they're going, and how they'll get there. As an 
entrepreneurial businessowner, you should do likewise. 
Ohio National provides numerous self- and time-
management materials to assist you.  

 Client Development 

These pages help you track your progress with each 
prospect. They are in your Activity Planner and/or in 
Chapter 4 of Chart Your Course for Success & Business 
Records (Form 1177). By grouping activities for each 
prospect together on a page, you can identify your progress 
and/or problems you have in the sales process. Keep this 
section up-to-date. Draw a line through those who are no 
longer in your current working inventory of potential sales in 
the next 30 to 45 days. 
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  Production Record 

The Production Record Pages, located in your Activity 
Planner and/or in Chapter 4 of Chart Your Course for 
Success & Business Records (Form 1177), track policies 
you have written, issued, and delivered, plus your NAFYC. 
Post events as cases become "paid for."  

 Weekly Activity Report 

The Weekly Activity Report (Form 1176) is an excellent way 
to monitor, evaluate, and summarize your weekly sales 
activities. It allows you to record your total sales, support, 
and study hours each week, as well as detail how you 
performed in each of your sales process activities. The Point 
Formula lets you measure your daily activity performance 
against the industry standard. As you work on improving 
specific interview techniques and sales skills, you will be 
able to monitor your effectiveness by keeping track of your 
Activity Ratios, Persistency, and Year-to-Date Evaluations.  
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 Using the Weekly Activity Report effectively is important in 
managing your activity. Analyzing your activity is directly related to 
your ultimate sales success. There is a direct correlation between 
low activity and low production. Consider the following statistics: 

Low production is defined at less than $36,000 NAFYC per year. 
Better production is defined at more than $36,000 NAFYC.  

It's interesting to note that our "working smarter" concept is borne 
out by these numbers. High production actually spent fewer total 
hours than low production. However, the amount of time spent on 
activities specifically related to sales was higher.  
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Activity Analysis 
Average Hours per Day 

Low Production 

Sales Activity 
Administrative/Case Prep/Plan 
On-Profile Prospecting 
Study/Self-Improvement 
Misc. 

Total Working Hours 

2.50 
5.00 
0.25 
0.50 
2.40 

10.65 

Better Production

Sales Activity 
Administrative/Case Prep/Plan 
Prospecting 
Study/Self-Improvement 
Misc. 

Total Working Hours 

4.50 
3.00 
0.75 
0.75 
0.30 

9.30 
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  Quarterly Agent Activity Summary 

The Quarterly Agent Activity Summary (Form 1179) shows 
you how you are doing at meeting weekly, quarterly, and 
year-to-date goals per quarter for each activity in the sales 
process. It also shows production, and any developing 
trends (positive and negative). This summary may also be 
ordered through Supply.  
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 Keep records as you complete or plan each activity, so you can 
monitor your progress and determine how you are doing. Facts, not 
guesswork or wishful thinking, are what you are after. You want 
facts, not fantasy, at your fingertips as you monitor your business 
plan. 

 Track your income and cash flow. Knowing how much 
money you make is important, but knowing how much profit 
you make is even more important. 

 Keep your business and personal records separate. It is 
your business you want to track, so make sure you keep 
separate business records. This should also include 
separate checking and/or bank accounts. 

Use the Two-Account system for business and personal flow. 
Physically dividing insurance income between personal and 
business expenses can help you monitor distribution of income to 
ensure that both personal and business obligations will be met.  

The Two-Account system works this way:  

1. Deposit all insurance income commissions, subsidies, 
and incentive payments into your business account. 
Spousal income, if any, should be deposited directly into the 
personal account, not your business account. 

2. Draw a regular (monthly, semimonthly, weekly) check 
from your business account to your personal account. 
The amount of the check should be adequate to meet your 
personal budget requirements. 

3. Pay all business expenses from the business account. 
4. Pay all personal expenses from the personal account. 
5. Although Social Security taxes will be withheld from 

income payments by the company, you will want to 
make quarterly estimated income tax payments from the 
business account. 

Th t l t f d k i d d
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The actual system of record keeping you use depends on many 
factors, not the least of which is whatever works best for you. 
However, here are some techniques you may find helpful:  

 Once you develop a system for showing monthly profit 
and loss, compare it to your cash flow. 

 Always know where you stand financially — whether it is 
good or bad news, it is a great motivator. 

 Delegate as much of the bookkeeping as you can. If you 
do most of it yourself, do it during unproductive times like 
Sunday afternoons, when you're not selling. 

The Sales Activity Manager™ Productivity Planner and/or 
eScoreBoard™ from Sales Activity Management, Inc. (SAM), can 
further support your record keeping requirements by providing a car 
mileage log, expense envelopes, and other supplements. Post 
these items on a daily basis for maximum ease. As an alternative, 
Chapter 4 of Chart Your Course for Success & Business Records 
(Form 1177) provides numerous pages to aid in tracking your 
business expenses.  
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 In this unit, we have seen what it takes to be a successful business 
person. As we have discussed, your business — or any business, 
for that matter — can prosper only to the extent that it performs its 
particular tasks effectively and efficiently. The purpose of setting 
your goals is to develop a business plan that will direct your 
activities. Effectively managing these activities and your time will 
support you as you work your plan. Keeping track of your 
performance on a daily, weekly, and quarterly basis will help you 
monitor your plan. 

Setting goals, then using your skills to meet those goals as 
efficiently as possible isn't just the fast track to success. It's the only 
track to success!  
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Unit VII: The Sales Associate 
as a Business Person 
Action Assignment 

1. Using "Chart Your Course for Success & Business 
Records" (Form 1177), develop your annual sales goals, then 
use them to develop your weekly and daily activity goals. Set 
up your ideal week by scheduling your activities. Discuss your 
planned, purposeful activity ratios and goals and your 
schedule with your General Agent or trainer. Track your 
results daily and record them. 

2. If you have not already done so, complete the quiz for this 
unit, with a passing grade, and review it with your General 
Agent or trainer. 

Please print this Action Assignment using the "Printer 
Friendly" button at the top of this page. Once it is 
complete, sign it and submit it to your General Agent 
for his or her signature. Give one signed copy to the 
General Agent and fax/send another copy to Field 
Development Operations at the corporate 
headquarters — (513) 794-4515. 

Unit VII: The Sales Associate as a Business Person 
Action Assignment Satisfactorily Completed 
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DATE: __________ SIGN OFF

General Agent: 

Sales Associate: 

Firm (Print): 
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