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System Action Plan Template


Title/Code: Low Interest Leads Contact
Number: C-1-3-1-2
Date: 9 September 2010
	Result Statement

	Describe exactly the result this system must produce: 

A time efficient method of making contacts with old leads who have displayed low-interest or have moved to other communities and report being satisfied.



	Accountable Positions

	Position with overall accountability: Sales Manager


	Participating positions:

Leasing Counselor





Title/Code: 

	System Diagram

	1. Choose a date for Making Calls

↓

2. Note the date before making calls to old leads

↓

3. While making routine call outs, note leads with low interest or urgency, and schedule the next call out to the appropriate date

↓

4. Set another date for call back to low-interest leads farther out

↓

5. On pre-set date, follow the system for call-outs to old leads


Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Choose a call back date and post in a visible location
	Sales Manager
	Before making routine calls out

	2.
	Note the date before making routine calls
	Sales Manager
	

	3.
	While making routine calls, discover and note the lead’s level of interest. Schedule low-interest leads for the pre-determined call-back date
	
	

	4.
	When getting near the set date, set another date farther in the future
	
	

	5.
	Make calls to low-interest leads and reassess their interest
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	


Title/Code: 

	Resource Requirements

	Staffing
	Sales manager, leasing counselor

	Space and Facilities
	Office

	Equipment
	Phone and computer with access to Bluestep

	Supplies
	Paper, smartpen

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

Routine Call-outs will become more efficient and effective. More voice contacts per calls placed.


Title/Code: 

	System Standards

	#
	Standard

	1.
	Set dates 3 months and 6 months away. Choose a day when a large block of time can be set aside for calls and when people are most likely to be home. Monday (in Utah) and Friday nights should be excluded. Note holidays as some will be good or bad for calling

	2.
	Write the date on a sticky note or make a printed sign to post near the phone or computer

	3.
	When you have determined that a lead is low-interest during routine calls, choose the most appropriate date for a return call (3 or 6 months) for their situation

	4.
	When approaching the first big day, choose another date 6 months out

	5.
	On the day reserved for calls, get a big drink, settle in. Follow the systems for calls out to old leads. Follow the system for leaving messages until the lead’s interest and urgency can be reassessed. 

	6.
	Reorganize leads according to their newly assessed level of interest

	7.
	Each call will be approached with the mental attitude and expectation that the lead’s interest has increased since our last contact

	8.
	Move quickly through calls to conserve time and energy

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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