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October 15, 2025-- Intro to Prospecting: Meetings and Follow Up

Prospecting Made Simple: 
Finding and Building Client Relationships
Introduction
Prospecting is a structured, relationship-centered approach to business development that helps small businesses find new opportunities and strengthen existing relationships. It involves identifying potential clients, building meaningful connections, and moving those contacts through a relationship process that can lead to contracts, referrals, or future collaboration.

Effective prospecting is not just about selling a service—it’s about learning what clients need, building trust, and showing how your business can provide value over time. This handout outlines the key steps to help you organize and implement your own prospecting plan.
1. Develop a Prospecting Plan
Define your target audience using market research such as industry type, size, or location.
Identify the needs of potential clients and how your services align with those needs.
Prioritize prospects who best match your ideal client profile.
Include both new leads and past or current clients in your plan—redeveloping business with existing relationships often leads to faster results.
Schedule consistent outreach activities—calls, emails, networking events, and meetings—and track engagement weekly or monthly using a simple log or CRM.
2. Research and Identify Prospective Clients
Use reliable sources such as LinkedIn, agency websites, or business databases (e.g., Reference USA, OMWBE listings, or industry directories).
Review public bid lists, past solicitations, and agency forecasts to find upcoming projects that match your services.
Look for inclusion specialists or small business liaisons at public agencies—they can connect you to opportunities.
Prioritize leads with a defined need, available budget, and access to decision-makers.
Use agency forecasts and procurement portals to anticipate upcoming solicitations. 
Keep a simple log or spreadsheet of contacts, including how they were found and when you last reached out.
3. Build Relationships and Network
Attend contracting events, supplier diversity fairs, or agency outreach meetings to meet buyers and prime contractors.
Form strategic partnerships with complementary businesses to exchange referrals and expand reach.
Participate in industry associations and community organizations related to your field.
Stay in touch with existing and past clients—send updates, congratulate them on new projects, or invite them to events.
Use one-on-one meetings such as coffee chats or virtual check-ins to explore upcoming needs and share tailored updates about your services.
4. Make Contact and Set Up Meetings
Introduce yourself and explain your interest in learning about the organization’s needs.
Craft professional, concise outreach messages—via email, phone, or LinkedIn—that highlight shared interests or relevant experience.
When possible, get introduced through mutual contacts.
During the meeting, ask open-ended questions to understand the client’s challenges and goals.
Share relevant examples of past work that demonstrate credibility.
Close each meeting with a clear next step—such as sending tailored information or scheduling a follow-up.
5. Redevelop and Maintain Relationships
Create a contact list of current and past clients and track how often you reach out.
Check in periodically to discuss new needs or offer helpful updates—avoid high-pressure sales.
Ask for referrals or testimonials when clients are satisfied with your work.
Offer brief consultations or share insights that support client goals (while respecting agency rules about free services and procurement ethics).
Attend community or industry events your clients care about to strengthen relationships over time.
6. Follow-Up and Evaluate Your Results
After meetings, send a thank-you message within 24 hours and deliver any promised information within a few days.
Follow up weekly or bi-weekly until a decision is made or the contact indicates otherwise.
Keep communication professional, courteous, and focused on adding value.
Track metrics such as new contacts made, meetings held, proposals submitted, referrals received, and contracts awarded.
Review what’s working and what isn’t—expand on strategies that produce results and adjust those that don’t.
Evaluate progress using Key Performance Indicators (KPIs) like client acquisition rate, repeat business, referral volume, and conversion rate.
Summary
Prospecting is a cycle of research, outreach, relationship-building, and evaluation. By developing a plan, making consistent contact, and maintaining relationships, small businesses can create steady opportunities for growth. Even one intentional action each week, such as a new introduction or strategic follow-up, can lead to meaningful business outcomes.






Note:
· The workshop presentation and handouts will be emailed to you.
· Prepared as part of the Small Business Development Resource Series.
· Adapted for educational use in state contracting and business development workshops.
· [bookmark: _Hlk211099002]Learn & Grow Workshop Series #4 | Intro to Prospecting: Meetings and Follow Up
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