E-Nurturing Checklist

Every person in your database (or as we like to call it, your peoplebase) provides a fresh
nugget of opportunity. Make sure you’re opening every door you can for new business by
nurturing them with consistent communication, and follow this checklist to maximize the
connections you have with your peoplebase.

[ Step 1: Capture everyone’s contact information in one place.

Pro-Tip: List each source you have for new leads and determine what groups of
people are in your current peoplebase (cold leads, past clients, sphere of
influence, current clients, and prospects).

Also ask yourself, “Who do | meet on a daily basis that | should try to keep in touch
with?” (Call-ins, business contacts, networking contacts, community connections,

referrals, etc.)

d Step 2: Organize these contacts into 4 buckets:

[ People who know you and are ready to buy (prospects, friends/colleagues
who have expressed interest).

d People who don’t know you and are ready to buy (fresh leads, call-ins,
referrals).

[ People who know you and are not ready to buy (friends, family, sphere, past
clients).

d People who don’t know you and are not ready to buy (cold “dead” leads, old
referrals, people you meet on the street, the cashier at CVS).

Pro-Tip: Think about the kind of communication each group wants to receive from
you that would respect the relationship. People you know who are not ready to buy
would prefer relationship messaging over service updates and calls to action.
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d Step 3: Create acknowledgement content for each contact group/bucket.

[ Sphere: Include an initial, quick message to set the expectation that you'll be
keeping in touch more frequently.

[ New Leads: Ask specific questions about what they’re looking for and
discover their timeframes.

[ Old Leads: Ask if they’re still interested, and maybe apologize for not
following up more. Let them know you're ready to help when needed.

Pro-Tip: If you want to be a lead nurturing mastermind, create “Checking In”
messages that will connect with each group once every 3 - 6 months.

[ Step 4: Create an email communication strategy that appeals to each of the
four contact groups. Write 4 - 5 emails for each contact group.

Pro-Tip: For old and new leads, use these messages as an opportunity to
Position yourself. Think about what makes you different and better than others in
your industry, and determine what benefits your customers enjoy most when they
work with you. In each message, focus on one positive facet of your service.

For those who know you, generate messages that show appreciation or share
useful information. Focus on topics you would share with your friends... even if
they aren’t related to your industry.
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d Step 5: Include a Drive To Engagement. Examine every message and make
sure you’ve asked questions and piqued enough interest for your recipients to want
to learn more.

Pro-Tip: The drive to engagement for new leads may ask what their goals are or
if they would like to schedule a quick phone conversation. For people you know,
consider simply asking, “How are you?” or “Let’s catch up. Coffee this week?”

[ Step 6: Drop the email template and flashy graphics. The less it looks like
marketing, the better. It’s relationship email for your relationship business.

Pro-Tip: Writing short messages in the first person will make your communication
sound human. Imagine calling a customer service line and not having to dial “0”
eight times because a human being answers right away. You can provide that
experience in your email.

(1 Step 7: Create a quality signature. Include a photo of yourself and your contact
information (email, phone, website). This will be your channel for driving leads back
to you.

Pro-Tip: If you have social media accounts, build buttons into your signature that
link to them. You can also add your tagline here!
1 Step 8: Automate — Load your campaigns and assign contacts accordingly
in a lead nurturing system.
Pro-Tip: Once you've established your relationship (with people you know, this
has already happened — with new leads, after the first 3 emails), schedule

subsequent messages to drip out once every 3 weeks. We've tested it. It works. ;)

[ Step 9: Nurture your peoplebase on a regular basis.
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Pro-tip: Avoid centering all communication around your service or industry. Think
about things you have in common (e.g. your community or general interests) and
find ways to generate positive, human interactions. This approach can be as
simple as sharing a funny story, making a restaurant recommendation or offering
an inspiring twist on a holiday greeting.

d Step 10: When someone responds to you, continue the conversation! :)

Pro-Tip: Not everyone will respond the same way to your communication. If you're
not sure what to do, here are a few templates you can use.

O P.S. Don’t forget this guy. The P.S. Line is a great place to share additional
information.

Pro-Tip: Use it to provide updates on new features or content, offer industry and
area recommendations, or add an extra personal touch.

Congratulations!
Step by step, you’re staying top of mind and building your business.
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