Capturing In-House Prospects: A Checklist      

Use this checklist to make sure you are maximizing your opportunities to collect contact information from everyone who shows interest in your group.

  FORMCHECKBOX 
 1.
In-house prospect processing system established. Goal = response in 72 hours 



 FORMCHECKBOX 
  Inquiry systems checked monthly

  FORMCHECKBOX 
 2.
Database is functioning

 FORMCHECKBOX 
  Capturing name, address, phone, e-mail, source, and date

 FORMCHECKBOX 
  "Do not mail" file

  FORMCHECKBOX 
 3.
Standard prospect response letter prepared and packets assembled

  FORMCHECKBOX 
 4.
Web site sign-up (e-newsletter, guest book, survey, contest, etc.)

  FORMCHECKBOX 
 5.
Logical, comprehensive phone book listings

 FORMCHECKBOX 
  All logical names

 FORMCHECKBOX 
  All logical locations

 FORMCHECKBOX 
  White & Yellow Pages

  FORMCHECKBOX 
 6.
Web site found by top search engines (update monthly or quarterly)

  FORMCHECKBOX 
 7.
After-hours answering system in place; system for collecting messages

  FORMCHECKBOX 
 8.
Contact record forms printed and distributed

 FORMCHECKBOX 
  Reception/phone answerer

 FORMCHECKBOX 
  Program staff

 FORMCHECKBOX 
  Outreach staff

 FORMCHECKBOX 
  Board and other key volunteers

 FORMCHECKBOX 
  Other: _________________________________________

  FORMCHECKBOX 
 9.
Speakers collecting attendees’ names; sample sign-up sheet; membership kits

  FORMCHECKBOX 
10.
Remit envelopes in:

 FORMCHECKBOX 
  Newsletters

 FORMCHECKBOX 
  Thank-you notes

 FORMCHECKBOX 
  Annual report

 FORMCHECKBOX 
  Information packets

 FORMCHECKBOX 
  ____________________________

  FORMCHECKBOX 
11.
Standard closings adopted for communications



 FORMCHECKBOX 
  News releases



 FORMCHECKBOX 
  Op-eds and letters to the editor



 FORMCHECKBOX 
  E-mail signatures



 FORMCHECKBOX 
  Action alerts








