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

 
Figure 6 

 
Upon becoming agency of record, create a Client Folder, via Agency Administration (Figure 1); open a new 
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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Figure 7 
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