
CoachDeck Follow-up Training Outline
(Recommended Plan)

Follow-up by phone (if possible) or email using the following time guidelines:
Pacific Time Zone: 5-6 days after you send in contact information.
Mountain Time Zone: 6-7 days.
Central Time Zone: 7-8 days.
Eastern Time Zone: 8-9 days.

Step One: Initial Contact
By phone: Hi John, this is __________ from CoachDeck, how are you? Great! I just 
wanted to touch base real quick, make sure you received the sample we sent out and get 
your feedback. (Typical response: League official tells you they liked it, whether or not 
they are considering ordering them for their coaches, and when next meeting where 
they’ll discuss CoachDeck takes place. You insert selling point(s) from CoachDeck 
Feedback document, ask appropriate questions about league start date, etc. and ask for 
follow-up). Well how about I give you a call (within time frame discussed) and see what 
everybody thought? Great! I appreciate your time and look forward to talking to you 
again then.

If voicemail: Hi John, this is __________ from CoachDeck. I was just calling to make 
sure you received the sample we sent out and get your feedback, so if you wouldn’t mind 
giving me a call back, I can be reached at (XXX)  XXX-XXXX.  Again, this is 
___________ from CoachDeck, (XXX) XXX-XXXX, and I look forward to speaking with 
you.

By email: Send Follow-up Email #1. 

Step Two: Enter notes into Big Contacts: 
If by phone, select, “Action Items”, “Add History” and choose Call from the drop down 
and enter thorough notes on all details of the conversation or voice mail you left. If you 
send an email through the system, Big Contacts automatically logs it into your contact 
history. Important: Don’t be surprised or discouraged if prospect doesn’t immediately 
return your call or reply to your email. This is natural, and this is why you’re being paid a
good commission to stay positive and follow-up. 

Step Three: Change Task Date:
Open the task you originally created (click on box with magnifying glass), and click the 
calendar icon at the bottom. Choose the date the prospect suggested you follow-up. If no 
date given, set date for 8-9 days in the future.

Step Four: Continue to follow-up, as warranted: 
If you have a phone # and an email address, a good technique is to alternate phone calls 
(if you’re only getting voicemail), and emails. Send an email, wait 8-9 days, and then 
leave a voice message. Send emails in sequence of 1st, 2nd, etc.
Good opening lines when calling, whether it be a live person or voice mail are:
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• I wanted to check in and see if you folks had had a chance to discuss getting some
CoachDecks out your way

• I wanted to touch base and see if you'd had a chance to run CoachDeck up the 
flagpole

• I wanted to see if you'd had any discussions about getting some CoachDecks for 
your coaches.

If you get a response to an email:
Forward it to Brian and let him craft a response for you to copy and paste into a reply. 
Before you click send, copy not only your email response but the client's original email to
your clipboard, (select it all and copy). Then go to “Action Items”, “Add History” choose
Email from the drop down, and write a heading such as, “Joe replies to my email and my 
response,” and then paste what you just copied into the body of the note. Save to your 
contact history.

Persistence: Some prospects might not reply even after you’ve left or sent 4-5 messages. 
This does not necessarily mean they’re not interested. Use your best judgment as to your 
persistence. However, remember, that if you are not persistent enough, the prospect may 
get busy in their day to day life and forget all about CoachDeck. Most prospects will not 
mind you staying after them because they respect that you are doing your job and that 
your persistence demonstrates a strong belief in your product.

When the prospect is ready to buy: 
We take credit cards. If they want to give you a card over the phone, make sure to get 
expiration date and the 3 or 4 digit security code on the back. We take 
Visa/MC/American Express. Call Home Office directly with the information and we’ll 
process it.

Most organizations, however, will prefer that we send the decks with an invoice that they 
can pay with a league check. This is fine, but remember that your commission will be 
paid after we receive their check so, if you can get a credit card that would be better. 

For instance, Prospect says: We’d like to get 50 decks, so what do we do?
You answer: We make it really easy. We'll just send those out to you along with an 
invoice you can take care of with a league check. Is the (123 Oak Lane) address we have 
for you the best address for shipping?
Prospect says: Yes, that's the best address.
Tell them that Customer Service will be sending them an email with an invoice later 
today and that they'll also get a hard copy in their box. Shipping time is 3-4 days from 
when they place the order.

Shipping Details: Orders are mailed USPS so PO Boxes and residences are fine. There 
will be Saturday delivery. We will have delivery confirmation so you’ll know when the 
order has arrived. We’ll ship orders, usually next-day, and they will take only 3-4 days to 
arrive anywhere in the US.
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Shipping Charges: There is no tax on orders, (except in Minnesota), but we do charge 
for shipping. 
1-10……    $7.50
11-60….     $14.50
61-90….     $19.90
91-120….   $28.50
120-180...   $38.80

Invoiced Sales: Be absolutely certain that the sale is legitimate and that the person you 
are speaking with is the decision-maker. Call or email Home Office with all information 
and we’ll process the sale immediately. 

Entering information into Big Contacts/Following-up for re-order:
On "Notes" section of the "Business Card" for your client, enter the particulars of the 
sales, including amount and date of purchase. (i.e. "Bought 50 soccer decks 2-13-12). 
Also, enter a note that will appear in your History. The title can simply be something 
such as, "Jeff called and ordered 50." Then, the body of your note should be the 
particulars of your conversation or a copy and past of the client's email requesting an 
order, as well as your response.

Change the "Contact Type" from "Prospect," to "Client" (i.e. from Baseball League 
Prospect to Baseball League Client).

Move the task ahead to roughly when you believe their current season will end so that 
you can send the "Thank-you" email template.

After sending the "Thank-you" email template move task ahead to when you want to 
begin following-up for a re-order.
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