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[bookmark: _Hlk211102121]October 15, 2025-- Intro to Prospecting: Meetings and Follow Up 
Your Prospecting Plan Worksheet & Tracker
Use this worksheet to define your prospecting goals, plan outreach, and track progress.
Your Name ______________________   Your Company Name _______________________
1. Define Your Target Clients
Who are your ideal clients or customer types?
__________________________________________________________
What makes them a good fit for your business?
__________________________________________________________
2. Find and Research Leads
Where will you look for potential clients?
☐ Procurement portals or bid lists
☐ LinkedIn
☐ Agency or organization websites
☐ Local or industry events
☐ Professional associations
☐ Referrals or word of mouth
☐ Other: __________________________
What key information will you gather about each lead?
Type of organization
Key contact person
Procurement history or forecast
Decision-making process
3. Make Contact and Build Interest
Preferred contact method:
☐ Email
☐ Phone
☐ In-person
☐ Virtual meeting
☐ Social media
☐ Referral
Sample message or introduction:
“Hello [Name], I’m reaching out to learn more about how your organization approaches [type of service]. My firm supports organizations like yours with [brief description]. Would you be open to a short call or meeting to explore potential collaboration?”
4. Plan and Lead Meetings
Goal of your first meeting (e.g., understand client needs, introduce services, explore partnership opportunities):
__________________________________________________________
Questions you might ask:
__________________________________________________________
__________________________________________________________
__________________________________________________________
Follow-up actions:
☐ Send thank-you email
☐ Share requested information
☐ Confirm eligibility or registration requirements
☐ Schedule next meeting
☐ Connect on LinkedIn
5. Maintain and Grow Relationships
Ways to stay in touch:
☐ Check-in emails or calls
☐ Send helpful updates or resources
☐ Share relevant success stories or testimonials
☐ Attend shared events
☐ Celebrate client milestones
☐ Invite them to community or business activities
Your plan for follow-up:
__________________________________________________________
6. Track and Evaluate Progress
Metrics to monitor:
☐ New contacts made
☐ Meetings scheduled
☐ New clients gained
☐ Referrals received
☐ Contracts awarded
☐ Revenue from new clients
☐ Repeat business
Which strategies or contacts led to the strongest outcomes?
__________________________________________________________
What adjustments will you make to improve results?
__________________________________________________________


Prospecting Tracker
Use this table to record outreach, meetings, and follow-ups. Use this tool to identify trends, refine your outreach strategy, and stay organized. Review it monthly to assess results and next steps.
	Row
	Date
	Contact / Organization
	Method (Email, Call, Event, etc.)
	Key Notes / Discussion Points
	Next Step
	Follow-Up Date
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Tips for Using This Tracker:
Update after each outreach or meeting.
Highlight leads who show strong interest.
Review patterns—note which methods get the best responses.
Set new goals each month based on your results.


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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