Managing New Business Prospects

CurrentTrack® enables you to carefully manage new business opportunities as they enter and move
through your agency. In this training document, you’ll learn how to track Tasks pertaining to an RFP
(Request for Proposal), to record time and expenses incurred along the way and, ideally, to recover said
costs once you’ve brought the Client on board.

First, create a Client named “New Business,” via the Agency Administration menu (Figure 1).
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Department Manage Expense Reports
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Figure 1

Upon receiving an RFP, or learning of a prospective Client, open a job within the New Business folder
(Figures 2-3).

E CurrentTrack®
/ Know it all.

Task List at a Glance

X
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Task Subject Sent

M Production estimate Contact Report for Bakers' Restaurant 2012-11-05
B Timeline established Managed: Social Media Campaign 1:08pm
View All Tasks Contact Report Subject: Social Media
Campaign Managed by: Dawn Smith
Job(s): BAKERS-12902 Notification:
Dawn Click here to view.
Quickbooks Worksheet for Mission
East Health Care: Capabilities
Brochure (MEHC-12702)
Created by: Dawn Smith Client: Mission
East Health Care Job: MEHC-12702,
Capabilities Brochure Click here to

Status & Tasks
Unread Messages A X
Time & Expenses
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Subject Sent 4:08pm
CurrentTrack Broadcast Message 2012-11-01
NUMEROUS MODIFICATIONS... 'm 1:07pm
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been made to CurrentTrack. Thank you

Address Books Manage Tracklets

Administration
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Normal Tasks
Overdue Tasks

Completed Task

Pending Events
Upcoming
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Capabili
(MEHC-09

for your continued feedback and support!
Sincerely, Dawn M. Travelstead, Chief
Customer Officer. To learn more, click
here. Notification has also been sent to:
Jonathan Miller, Benjamin Orton,
Julienne Ising, Pamela Shivley, Suzanne
Fagan, Dawn Smith

Delete Checked Messages

View All Messages

view.. Notification has also been sent to:
Dawn Smith

Broadcast Media Detail Edited for
Mission East Health Care for Q4 Media
Placement

Broadcast Media Detail Subject:
Louisville, KY Edited by: Dawn Smith
Client: Mission East Health Care Job:
MEHC-12101-4, Q4 Media Placement
Notification: Benjamin, Dawn, Jonathan,
Julienne, Pamela, Suzanne Click here to
view.
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East Health Care: Q4 Media Placement
(MEHC-12101-4)
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+ New Albany, IN Edited by: Dawn Smith
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MEHC-12101-4, Q4 Media Placement
Notification: Dawn Click here to view.
Print Estimate Modified for Mission
East Health Care: Capabilities
Brochure (MEHC-12702)

Print Estimate Subject: Printing of
revised brochure Edited by: Dawn Smith
Client: Mission East Health Care Job:
MEHC-12702 C Brochure

2012-06-04
11:41am

2012-06-04
11:39am

2012-06-04
11:38am

Figure 2
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@@ Bakers' Restaurant BAKERS Benjamin 2001-01-08
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ission EastHeatth-Care MEHC Dawn 2002-07-31
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AGENCY Dawn 2002-07-22
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Late Time Sheets
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0  Pending Events
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Figure 3

Next, add Tasks to the job's Workback Schedule (e.g. "Call Jim" or "RFP due")(Figure 4); prepare a
Production Estimate (if applicable). All active Tasks, because they bear a Status of Working, will appear
on the Assigned Task List of the Responsible Employee(s)(Figure 5).
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Clients & Jobs > New Business > RFP: mi -121001) > Manage Tasks
Due Task Status Responsible Comments
1 2013-04-03 Marketing plan outline Working Dawn, Julienne
Clients & Jobs
»
Status & Tasks 2 2013-04-05 Part 1: Market analysis Waiting input Julienne
Time & Expenses
A 2013-04-09 Part 1: Competitive analysi Waiting input Julienne, Bruce Lil
Address Books
N
@aministration 4 2013-04-11 Part 1: SWOT analysis Waiting input Julienne, Bruce Lit
N
New Message 5 2013-04-12 Part 1: Summary (situation Waiting input Dawn, Julienne
Late Time Sheets e -
6 5 @ : & L
Bormal Tasks 2013-04-15 | EB Presentation to client Scheduled Dawn =
Overdue Tasks * o
) 7 2013-04-15 Client input Waiting input Dawn
Completed Task
N
8 2013-04-17 Part 2: Sales analysis, forec Waiting input Julienne, Bruce Lit
Pending Events »
Upcoming Events 9 2013-04-19 BB Part 2: Marketing objective Waiting input Julienne, Bruce Lit
Invitations
Quicklinks 10 2013-04-23 Part 2: Marketing strategy Waiting input Julienne, Bruce Lit
@ Financial Report 4
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>
12 2013-04-24 Client input Waiting input Dawn
»

Figure 4
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-
Time & Expenses P Due Time Client Job Title Number Task Allotted Resp.
| ) @ 2012-11-02 3:30 pm Mission East Health Care Capabilities Brochure MEHC-12702  Production estimate 25 Dawn [©)
geoes Books @ 2012-11-15 New Business REP: Heart Institute Web Site 00-12901 Timeline established 25 Dawn o
Administration B 2012-11-21 Mission East Health Care Press Release Revisions MEHC-12801  Press release (draft 1) Dawn [©)

@ 2012-11-21 [YOUR AGENCY] PR/Marketing Efforts AGENCY-12801 Press release (draft 1) Dawn @

@ 2012-11-28 Clobal Warming Prevention ~Tradeshow Display 71-12702 Production estimate Dawn ®
Late Tim @ 2012-12-04 Roosevelt High School Web Site Re-Design RHS-12901 Timeline established 25 Dawn o
Normal Tasks O 2012-12-06 Bakers' 2014 1@ BAKERS-12801 Production Estimate Dawn, Benjamin
Overdue Tasks @ 2012-12-07 Bakers' E oduction BAKERS-12901 Compile recipient list Dawn, Benjamin @
Completed Task @ 2012-12-07 Bakers' Restaurant Branding Guidelines Booklet BAKERS-12701 Prepare, present Estimate Dawn o

Personal To-Do List (2012-11-16 to 2012-12-16)
Pending Events P Due Time Task Job Title Number
Upcoming Events W 2012-11-12 Insurance info. to HR
Invitations @ 2012-11-19 10:00 am Pick up props for shoot REP: Starlight Custard (00-12803; 00-12803
Application Options
®  Financial Report
Capabilities Brochure From: 2012-11-16 B To: |2012-12-16 [
(MEHC-09704 Change Dates
Figure 5

After making a phone call, preparing a proposal, etc., file a Progress Report under the job; cc: internal
team members (if applicable)(Figure 6).
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Clients & Jobs > New Business > RFP: Heart Institute Web Site (00-12801) > Create Progress Report
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Status & Tasks
Time & Expenses
Address Books

Administration
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Late Time Sheets
Normal Tasks
Overdue Tasks
Completed Task

Viewable Client || Vendor

8

Client User(s)

Upcomin

5]

Vendor User(s)
Invitations

Notify Client by E-mail
Notify Vendor by E-mail

cc

Submit

Figure 6

Upon becoming agency of record, create a Client Folder, via Agency Administration (Figure 1); open a hew
Job Number. Move the contents of the New Business job over to the new Number (Figure 7). All project
history (i.e. phone calls, Progress Reports, etc.) will then be available for reference. After moving the job
over to the new Number, be sure to delete the New Business job folder (Figure 7).
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Job Jacket Location
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Include Weekends
Title

Description

Budget
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P or Delete this job, all data and files associated with this job will also be moved or deleted respectively.

Delete Entire Job
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