
5 Ways to Manage 
Your Prospects



Manage Prospects

1. Update Database
2. Define Sales Stages & 

Assign Staff
3. Track Sales Funnel 

Information
4. Touchpoint Program
5. Review Prospect 

Reports
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1. Update Your Database with Prospects

• Add prospects to your database
• But not just any prospects!

• Who are your ideal members?
• Who will benefit most from chamber 

membership?

• Prospect list should reflect ideal 
member characteristics

• Secret sauce for adding new 
members
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https://frankjkenny.com/ideal-chamber-member/
https://www.growthzone.com/resources/knowledge-library/add-new-association-members/
https://www.growthzone.com/resources/knowledge-library/need-a-powerful-chamber-member-recruitment-tool/


1. Update Your Database with Prospects

• Event Attendees
• Update Prospects from Event 

Guest List

• Staff App
• Add a member or rep
• Add Notes

• Add member via Membership 
Application or back office

• Make joining easy
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https://helpdesk.chambermaster.com/kb/article/788-edit-attendee/
https://helpdesk.chambermaster.com/kb/article/3452-add%C2%A0member-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/898-manage-reps-with-the-staffapp/
https://helpdesk.chambermaster.com/kb/article/3456-log-new-note-to%C2%A0member-s-communication-tab-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/3447-view-approve-membership-applications-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/490-add-new-member/
https://frankjkenny.com/grow-membership/


2. Define Sales Stage Steps & Assign Chamber Reps

• 2% of Sales are made on first
contact

• 3% of Sales are made on 
second contact

• 5% of Sales are made on third
contact

• 10% of Sales are made on 
fourth contact

• 80% of Sales are made on 
fifth to twelfth contact
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2. Define Sales Stage Steps & Assign Chamber Reps

• Sales Stages
• Customizable 

• Assign Chamber Rep to 
Prospective members
• Run reports on 

prospects and assigned 
staff

• What is a Sales Funnel 
and Why Should 
Associations Use It?
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https://helpdesk.chambermaster.com/kb/article/707-prospective-sales-pipeline/
https://www.growthzone.com/blog/association-membership-sales-tool/


3. Track Important Sales Funnel Information

• Custom Fields
• Custom Member Report

• Report on Prospects, 
include Sales Funnel 
custom fields

• Gain insight into 
effectiveness of sales 
process

• Why You Need to Track 
Your Sales Funnel KPIs
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https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-fields/
https://helpdesk.chambermaster.com/kb/article/666-custom-member-report/
https://www.brightgauge.com/blog/track-your-sales-funnel-kpis


3. Track Important Sales Funnel Information
• Lead Source

• What efforts are paying off

• Sales Temperature
• Hot Prospects

• Probability of Sale
• Be realistic

• Date of Initial Contact
• How long to convert Prospects to 

Members?

• Membership Calculations for 
Association Pros Who Hate Math
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https://frankjkenny.com/chambers-likes-are-leads-identify-them-close-them/
https://www.growthzone.com/resources/knowledge-library/membership-calculations-for-association-pros-who-hate-math/


4. Develop Touchpoint Program
• Have a Touchpoint strategy

• Phone calls
• Email
• Live conversations

• Response rates rise with each 
subsequent outreach attempt

• Make at least 5 attempts with 
every prospect
• Mix up your approach
• Update Communication History

• Let prospects know what you’re 
doing for them
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https://helpdesk.chambermaster.com/kb/article/729-viewing-and-recording-communication-history/
https://frankjkenny.com/chambers-do-your-members-and-prospects-see-what-you-are-doing-for-them/


4. Develop Touchpoint Program

• Create Reminders to 
ensure you are following 
your Touchpoint 
Program

• Ensure prospects are 
contacted even if you’re 
not there

• Add notes directly within 
Follow-up Reminder
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https://helpdesk.chambermaster.com/kb/article/539-create-a-follow-up-reminder/
https://frankjkenny.com/get-along-without-you/


5. Review Prospect Reports

• Prospects and 
Communication by 
Rep: Detail report 
• Detailed list of Sales 

Reps
• All prospective 

members associated 
with Sales Rep

• Days since last 
contact
• Includes average 

days
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https://helpdesk.chambermaster.com/kb/article/687-prospects-and-communication-by-rep-detail/


5. Review Prospect Reports

• Prospects and 
Communication by Rep: 
Summary
• Sales Rep and total 

number of prospective 
members assigned to 
them

• Average number of days 
since the member was 
contacted 

• Are staff members 
following Touchpoint 
Program?
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https://helpdesk.chambermaster.com/kb/article/688-prospects-and-communication-by-rep-summary/


5. Review Prospect Reports

• Prospect Conversion 
by Date report
• View which prospects 

became paying 
members

• Specified date range
• Sorted by Sales Rep or 

Groups
• Who are your top sales 

staff?
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https://helpdesk.chambermaster.com/kb/article/689-prospect-conversion-by-date/


5. Review Prospect Reports

• Custom Member 
Report
• Use Initial Contact 

Date and Join Date 
for Sales Funnel 
insights
• How long does it 

take from initial 
contact to 
membership?

• View Sales Funnel 
custom fields
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https://helpdesk.chambermaster.com/kb/article/666-custom-member-report/


5. Review Prospect Reports

• Member Contact 
Benchmark report
• Measures 

communication with 
members
• Non-bulk

communications
• Filter by status to 

Prospective members
• Are you following your 

Touchpoint Program?
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https://helpdesk.chambermaster.com/kb/article/686-member-contact-benchmark/
https://helpdesk.chambermaster.com/kb/article/720-send-a-mass-email/


Questions?


