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System Action Plan 

Title/Code: Lead Source Visits: Prepare / G-2-2-1-3

Date: November 17, 2009
	Result Statement

	Describe exactly the result this system must produce:

Lead Source Visits will be high quality.


	Accountable Positions

	Position with overall accountability:

Manager, Sales

	Participating positions:

Leasing Counselors


	System Diagram
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System Action Plan 

Title/Code: Lead Source Visits: Prepare / G-2-2-1-3


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Who are you going to visit.  See System: Lead Source Visit: Create a List
	Sales Manager
	Before any of the other steps.

	2.
	Gift.  Take a personalized gift.
	Sales Manager
	After Step #1

	3.
	Goal.  Set a goal for the visit.  
	Sales Manager
	After Step #1

	4.
	WIIFM.  Always answer the question on the Lead Source’s behalf, “What’s in it for me?”
	Sales Manager
	After Step #1

	5.
	Reason.  Always have a reason for the visit.
	Sales Manager
	After Step #1

	6.
	Set Appointment.  Call ahead and schedule time to meet.
	Sales Manager 
	After Steps #1

	7.
	Materials.  Always take appropriate marketing materials to leave behind.
	Sales Manager 
	After Step #1


System Action Plan 

Title/Code: Lead Source Visits: Prepare / G-2-2-1-3


	Resource Requirements

	Staffing
	One sales person

	Space and Facilities
	Office, Desk, phone, pen & paper

	Equipment
	Vehicle.  Company owned or personally owned.  Valid drivers license.

	Supplies
	Gift (see standards), business cards, appropriate materials.

	Information
	List of Lead Sources.  See System: Lead Source Visits: Create a List.


	System Quantification

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

· Referrals will increase because we are better prepared for the visit.


System Action Plan 

Title/Code: Lead Source Visits: Prepare / G-2-2-1-3


	System Standards

	1. Personalized gifts do not need to cost money.  If you already know the Lead Source personally, take something you know they enjoy.  If you haven’t met them, take something you believe they will like based on what you know about them (position, etc.)

	2. Personalized gifts may be things such as handwritten notes; articles, newspaper clippings, fresh fruits or vegetables or any other number of items.

	3. Goals may include: getting a specific referral, getting an RSVP to an event, getting a commitment for them to come on-site among others.

	4. When you visit someone, you will always have a great reason for them to take time out of their busy schedule to meet with you.  That reason is NOT for them to give you a referral.  What’s in it for the Lead Source?  How will they have benefitted from taking time to meet with you?

	5. The reason may be the same as the WIIFM and / or the Goal, but it may not, depending on what those other two are.

	6. Appropriate marketing materials may include: resident testimonial DVD, printed resident testimonial, activity calendar etc.

	7. Appropriate marketing materials are NOT: brochure with pricing, anything that does not have our business logo and contact number.

	8. Materials may be the same as the gift.

	9. Appropriate materials will ALWAYS include your business card and brochure without pricing.

	10. Generally there is no need for more than one sales person to go on a lead source visit.

	11. If employee uses a personal vehicle, they will be reimbursed for their mileage.


Use additional sheets as needed
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