
EFFECTIVE PROSPECT CALL WORKSHEET

FIVE KEY QUESTIONS – Categories we are probing into, listening for to ensure optimal buy-in at each step:

1. Why Change?          2. Why Now?          3. What Matters Most To You?          4. Who Else Cares?          5. What Did You Like?

QUICK REFERENCE: KEY TALKING POINTS  +  SNAPSHOT OF YOUR IDEAL CLIENT
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•
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UNDERSTANDING THEIR WORLD — PHASE I

1. What motivated you to reach out/respond/agree to meet? Follow up & deeper dive questions...

2. What’s working well in your current situation/what are you happy with? Follow up & deeper dive questions...

3. What’s not working well in your current situation/what are you unhappy with? Follow up & deeper dive questions...

4. What are you most important business priorities & key initiatives? Follow up & deeper dive questions...

5. Any landmines or unique circumstances in your current organization/team that we should know about?

DEEPER DIVE QUESTIONS

1. Is there a particular event motivating you to speak with us? 

2. Is there a particular reason you would most consider leaving your current firm/doing something different?

3. What matters most to you—that would be your most important reason for making a change?

4. Are you currently considering other firms? Would you be willing to share how many and which ones?

5. What are your time frame/urgency for making any kind of change?

6. Who else cares about this and will be involved in making the decision?

7. Based on what you heard from us, what (if anything) was most compelling/of interest?

8. Based on what you heard from me (or didn’t hear), what are your lingering questions or concerns?

FRAME THE CONVERSATION TO LET THEM KNOW WHAT TO EXPECT, PUT THEM AT EASE AND TAKE THE LEAD.

UPFRONT FRAME EXAMPLE:  The intent for our call today is to get a sense of each other and to see if there’s any kind of a fit. No pressure 
or expectations at all. I have a few questions to ask you and will of course share a bit about the firm and give you a chance to ask questions.

At the end of the conversation we should have a good idea if it makes sense to move to a next step (or not). If so, we can discuss what that 
would be. And if for any reason not, that’s fine too. How does that sound? I have scheduled for 20 minutes, does that still work for you?

REMINDER: YOUR PRIMARTY OBJECTIVE & INTENT IS TO SEE IF THERE IS A FIT —

To give yourself the best chance to get a yes, while at the same time being open to the possibility that the prospect will not be a good fit. 
We are both interviewing each other  —it’s a two way street. We are probing and asking questions from a place of open mindedness and 
appropriate skepticism. Be yourself, be curious, don’t be salesy or talk too much.



NEXT STEPS

SUMMARY OF MEETING

What I know — key answers uncovered

What I don’t know — what I haven’t yet uncovered or clarified that need to focus on in next conversation

Next Steps

1. SCHEDULE NEXT MEETING

Sounds like there’s enough reason to continue our conversation. The next step, if you’re open to it, is to schedule a follow up 
meeting sometime in the next 2—4 weeks. The intent for that meeting is X. What I will send you / ask of you in preparation 
for our next conversation is Z. How does that sound?

2. NO FIT — REFER OUT OR LET GO

It doesn’t seem to me there’s enough of a fit here. If you’d like I can make a referral to ABC.

3. MAYBE, JUST NOT RIGHT NOW

Seems like we might have a fit but timing isn’t quite lined up. I suggest we agree to stay in touch and reconnect in 6 months. 
If anything changes feel free to reach out to me. How does that sound?

There are always three options—yes, let’s move to the next step now OR yes, I’m interested but right now isn’t a good time and let’s agree 
to a future date to reconnect OR we are not a good fit and will not talk further or I will refer you to someone else.

NOTE:


