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Squeeze every drop
from your leads
without crushing
your reputation in the
group industry.

Every time a tour planner contacts you, it’s a
lead, your chance to make a friend and a sale.
The group industry is based on trust and
friendship, so the challenge is to efficiently handle
leads while preserving that personal touch. Your
goal is to transform every inquiry about your
business into a site visit or, better yet, a booking and
make every planner feel important and memorable
in the process.

Keep it fresh
The first rule for making a lead pay off is to respond
quickly, within 24 business hours. Prompt action
shows you are a professional and reliable potential
business partner.

What’s your name again?
The second rule is keeping track of everything you
do to cultivate the relationship.
If you like technology, a spread sheet or Customer
Relationship Management (CRM) software can
help with tracking. If you prefer a more low-tech
approach, a pack of jumbo index cards, file folders
and a calender can get the job done.
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Here’s what to do:
1 Every time a planner inquires about your
business, write on an index card his/her name,
contact information, how and when he/she
contacted you. Take a moment to check for a web

site and jot any relevant information learned on
the card too. Keep the cards in a file folder labeled
“New Leads.”
2 If, after you contact the lead, your prospects are
looking good, move the card to the “Active Lead”
folder and mark on the calendar the next time you
want to make contact. For example, if you mailed a
brochure, made a note of when to call to make sure
the brochure arrived. Don’t rely on your memory
for follow up! This is where most businesses fail
with leads.
3 Every time you have contact with a lead, jot
anything new you learn on the index card. Does the
planner do mostly alumni tours? Do they run tours
only in the summer? Before your next contact,
review the index card to refresh your memory
on these details. You will feel friendlier and more
confident when you pick up the phone and you’ll
be less likely to embarrass yourself with a forgotten
name.
4 If it turns out the lead has no immediate potential
but is worth keeping for the future, move the card
to the “Inactive Leads” folder and make a note on
the calendar to contact again in a year’s time, or
whatever is reasonable for keeping in touch without
being a pest.

Pro Tip: If you advertise in Group Tour Media
publications, talk to your Media Consultant about
downloading inquiries about your business.

