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	tactics
	yes
	no
	when?

	Website
	
	
	

	Online Profiles
	
	
	

	Networking online
	
	
	

	Networking offline
	
	
	

	Referrals and recommendations
	
	
	

	Research potential clients and create contact list
	
	
	

	Contact direct clients through e-mail/phone
	
	
	

	Apply to agencies
	
	
	

	Get involved in local or national translation organization (volunteer)
	
	
	

	Develop new marketing material
	
	
	


budget
	tactics
	annual
	monthly

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	
	


tactics based on stage to focus on
GETTING MORE PROSPECTS: 
· Describe your services
· Define your market niche
· Create a 10 second introduction
· Create/update business card
· Create/update website
· Create/update social media profile
· Research prospects and create prospect list
· Find new sources for leads
· Find networking venues online and offline
· Find and contact referral partners
· Write articles for guest post or for industry journals
· Create brochures
· Create portfolio
· Create samples
· Create/update resume
· Update or work on SEO
FOLLOWING UP:
· Create, buy or update contact management system
· Create follow up templates
· Send out postcards or mailings
· Connect with prospects online
· Call prospects
· Send articles to prospects
CLOSING SALES:
· Ask qualifying questions
· Send contract for signing
· Ask for the sale
· Negotiate rates
· Ask for referrals
· Ask if they need other services



Schedule
JANUARY
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FEBRUARY
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


MARCH
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




APRIL
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


MAY
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


JUNE
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



JULY
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


AUGUST
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SEPTEMBER
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




OCTOBER
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NOVEMBER
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


DECEMBER
	event/activity
	cost
	date
	results
	comments/
follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






FOLLOW UP
	CLIENTS 
(HOW MANY NEW, DIFFERENT?)
	FINANCES (INCREASED INCOME?)
	ONLINE PRESENCE

	GOALS ACHIEVED

	CHANGES?
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