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Process Document - Leads

Website/Digital Lead

Potential Client fills out form 
or responds to didi prompts

Marketing 
responds w/ 
tailored reply
Cc-ing Sales

Sales sets up a 
meeting/call

During meeting, 
discern interest(s) 

and potential 
products and 

services

Sales 
develops 

cost 
information

Event Lead

Intro to potential client at 
event or following event

Google Lead

Google forwards lead 
information

Marketing develops 
proposal

START

Team sends to client
Sets up follow-up

48 hrs. 48-72 hrs. 96-120 hrs.72-96 hrs.

Client research performed

4 P assessment/SWOT analysis Long-term alliance plan developed

24 hrs. 24 hrs.
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Major Client Lead

Intro to potential
large client

Team starts discussion and 
sets up a meeting

24 hrs.

Determines interest(s), 
problems, and solutions

Team hosts strategy session - 
pricing, marketing, solutions Sales develops cost information

Technical team provides 
input/content

Marketing develops proposal with 
pricing and technical information

Team sends to client
Sets up follow-up

Sets up regular check-ins/client 
satisfaction surveys START

Client research performed 4 P assessment/SWOT analysis Discounts, rebates, etc. determined

Retention plan developed Project Charter developed

Client Champion determined

Long-term alliance plan developed Connections w/ client marketing team 30-60-90-180-day follow 
up scheduled
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Renewal Lead

SOW signed Regular cadence of 
meetings/check-ins

6 month
until renewal

Client Champion sets up 
regular check-ins

Team hosts retention strategy 
session Retention plan drafted

Retention plan finalized
Meeting with client to address 

long-term alliance, mitigate pricing 
issues, etc.

Benefits, promises, retention 
tactics finalized

Updated proposal to client CONTINUE

Long-term alliance plan developed Discounts, rebates, etc. determined

Connections with client 
marketing team

30-60-90-180-day follow 
up scheduled

Project Charter developed

3 month
until renewal

2 month
until renewal

1 month
until renewal



Content/design

Request for Proposal/Qualifications
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Opportunity Shared with 
opportunity team go/no-go Task outline Kick-o

Team determined

Presentation

Proposal

Provide

Present
Strategy Session

4-p assessment

TECHNICAL REP

MARKETING LEAD

Subm
it

Approach/ methodology

draft/review draft/review draft/review
Pitch
Deck

https://docs.google.com/spreadsheets/u/0/?tgif=d&ftv=1
https://docs.google.com/document/u/0/?tgif=d&ftv=1
https://docs.google.com/spreadsheets/u/0/?ftv=1&tgif=d

