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Ideal Profile Worksheets 

And Information to Collect About Prospects, Clients and Their Companies

On the pages below we’ve given you a guideline for information you may want to collect about your prospects, clients and your client companies. Every business and relationship is different so you’ll  end up customizing these to fit your personal style but this will give you a good start.

One of the most challenging aspects of gathering all this information is what to do with it once you  have it. This is where your organizational skills come into play. Many companies use some type of electronic customer management system such as Act!, Goldmine, Salesforce.com, etc. It will be most beneficial if you can use some type of database system like these because it allows you to see the information in various forms and gives everyone in your company access to the information. But, even if all you do is put it into an A-Z binder or client folders, you’ve made progress and the more information you can collect the better. 

Just remember, it’s not a foot race. Don’t overwhelm your clients, yourself or your staff by trying to get all this information at one time. Put importance and emphasis on the fact that you want and need this information but let it evolve as much as possible. Set realistic deadlines for obtaining all the information and make it a fun, interactive and enjoyable experience. 

Zip us a note if you have any questions or suggestions for improving these worksheet (Kathy@thebusinesslab.com) 

If you need help in getting more/better prospects or clients, get our grass roots marketing book, How to Market Big. There are over 100 pages of ideas, tips, techniques and exercises to help you identify your ideal prospects, turn them into clients, then turn those clients into advocates for you and your company. Go to www.thebusinesslab.com for more information about the eBook. Thank you!

How to Market Big

Ideal Prospect Profile™
Create a short overall description of your ideal prospect using as many descriptive words as you can. Here’s an example of a specific description of an ideal prospect:

“My ideal prospect is the HR Director of a large US retail company. She’s in her mid-to-late forties; she drives a newer model Volvo and is the past president of the Human Resources Management Association. You’ll recognize her immediately because she consistently wears her HRMA pin, is well dressed, and she’s always asking how you found your latest new hire. She’ll be happy to learn about me and my company because I can show her how to hire the perfect employee.”

 “My ideal prospect is the [job title] ________________________ of [type of company] _________________________________________. S/he’s [age] ________________; s/he drives a _________________ and is active in [social activities/networking groups] _______________________________. You’ll recognize him/her immediately because  [description of appearance] _______________________________________ and she’s always asking [job related question] ________________________________________. S/he’ll be happy to learn about me and my company because [what you have to offer] ____________________________________________________________________________________________________________________________________________________________________________________________________________

How to Market Big

Client Profile

Company name:  

Client name:  

Job title:  

Salutation:  

Address:  

City, State, Zip:  

Telephone/best time to call:  

Cell:  

Fax:  

Email:  

Career goals:  

General perception about job/company:  

Date you met:  

Detailed information about this person 

What most important to this person? What does the conversation usually evolve to each time you talk? What lights them up with they start taking about it?  

What you know about this person:  

Age:  

Birthday [enter on calendar]:  

Hometown:  

Health status:  

Hobbies or interests:  

Favorite place for lunch:  

Favorite place for dinner:  

Favorite color:  

Favorite cause:  

Education:  

Active in any clubs/networking events?  

Club name (participation, offices held, length of membership):  

Active in community?  

Community event participation, offices held, length of membership:  

What are her/his highest priorities:  

Personal life 

What do you have in common with this person?  

How would you describe this person? (Use colors, adjectives, archetypes — If he were a color, what color would he be? If she were a movie, what theme would she be—hero, sage, Cinderella, joker, adventurer?)  

Who is his/her best friend?  

Marital Status married/single/divorced/widow:  

Wedding Anniversary:  

Family Members:  

Spouse’s name:  

Age / Birth Date:  

Health status:  

Hobbies or interests:  

How they met:  

Work:  

Works outside the home:  ( yes   ( no

Name of the company working for:  

How long?  

Job title with company working for:  

Career goals:  

Child: name/age/school grade/interests:  

Parents: Age / Names / Live in town?  
Other pertinent information:  
How to Market Big

Company Profile

Name of Company:  

What is its target industry?  

Describe this industry (how old is it; what is the history; where is it headed)?  

What geographical area does it target?  

Why was the Company established?  

How many employees does it have?  

Who is the president, and what do you know about him/her? (see next section for creating a client-specific profile for individuals within the company)  

What is the Company’s estimated annual revenue?  

What type of profit margin is typical for this type of company?  

What products or services does it sell?  

What problems does it solve for its customers?  

Who are its competitors?  

What is its competitive advantage (why do its customers buy from it/how is it different from its competitors)?  

Who are the Company’s ideal prospects? 

What attributes best describe the Company and its products/services?  

How is it known in the marketplace/industry?  

What are its sales and profit goals for the next year?  

What new products or services is it introducing or working toward?  

What major challenges is it facing?  

What are its main keys to success?  

How can you and your company best help the Company?  

What does it need from you?  
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