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Inbound Email
- Fill in Client Contact Sheet
- Add info to Lead Generation Sheet
- Organise appointment time -
minimum of 1 week out (check G’s DD)
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Inbound Phone Call
- Phone script/fill in Client Contact Sheet
- Add info to Lead Generation Sheet
- Book appointment time - minimum of
1 week out (check G’s DD)
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Mail out Information Pack
- Only to qualifying prospects
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Follow up phone call
- 4/5 days after sending Info Pack
- Check Info Pack received
- Any idea of budget?
- Confirm appointment time for site visit

Send text on day of site
visit appointment to confirm
- Use text template
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Quote required
- Complete quote within 2 weeks
of site visit date
- Email quote to client
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Follow up phone call/text
- Same day of emailing quote
- Use template
- Inform client quote has been emailed
so it doesn’t end up in spam email

Client requests quote

Design Required
- Paul needs to attend site visit
appointment too
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Complete Design
- Complete design within 2 weeks of site visit
- Make appointment with client to go over
design
- Do any revisions
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Quote on hold t—

Client stops process
- Charge client $250 for
design, plus $60 +gst
per hour for any revisions
- Send final invoice J

Follow up phone call
- Diarise date to call in
2 months time
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Follow up phone call
- 1 week after emailing quote
- Any queries about quote etc

Quote declined )—

Quote accepted)_
-

Filein
Declined Quotes file
-
BOOKJOBIN

- Write on perpetual wall planner

Quarterly newsletter )

Survey
- Send survey link within
2 weeks of receiving the
testimonial

.

Back costing )

Job completion
- Send final invoice within 1 week of
job completion
- Send request for a testimonial with
final invoice

Progress payment
request - if required

Start Job
- Deposit request if required




