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1 Introduction Email

Good morning!
 
I’d like to introduce all of you to Joe Smith.  Joe will be our firm’s new Director of 
Business Development.  
 
A Little About Joe Smith
Joe joins our firm with more than 15 years of experience in selling legal services.  
Joe began his career as a Marketing Coordinator at Legal Serve in 2001 where 
he stayed until 2007.  From 2007 until just last month, Joe was the Director of 
Business Development for LegalPlus and helped grow the firm from $16.5 million 
in revenue per year, to more than $30 Million last year.  
 
Joe Smith’s 30-Day Jump Start Plan
Joe is ready to help take our firm to the next level!  In order to do that, he’ll 
need some help from each of you to help him get on boarded.  Over the next 
few weeks, Joe will complete the following:
• Website and Marketing Material Review.  Joe will learn more about service 

offering and will look for ways to help us improve how we communicate our 
value to prospective clients.  

• A+Legal Team Interviews.  Joe will interview each of you to find out what 
you do for our firm, and how you contribute to making our clients successful.  

• Client Interviews.  After Joe has a solid understanding of our clients and 
services, he will reach out to past clients to learn more about why our clients 
like working with us.  

• Strategic Plan.  After Joe has completed his 30-Day Jump Start Plan, he’ll be 
able to work on a Strategic Plan that will help guide our firm to future 
growth.

 
Please help me in making Joe feel welcome!
 
Welcome aboard Joe!
 
Thank you,
Marie Chasnoff
President & CEO

Supervisor will send out an 
email to the firm 
describing the new 
employee’s background, 
experience, and 
approach to the 
30-Day plan.  Email will 
kick-off the 30-Day 
timeline.

Deadline for Email
_______________________________

Example Introduction Email
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2 Website Review

Marketer will review 
company website 
and competitor 
websites and 
document areas for 
improvement.

Deadline for Review
_______________________________
(1-3 Days)

Can we elaborate more 
on app prototyping and 
design?

Example 1

Nice segmentation of service 
lines.  Better than competitors.

Example 2
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3 Review Marketing Materials

Marketer will review 
company marketing 
materials, as well as  
RFPs, RFQs.

Deadline for Review
_______________________________
(1 – 3 Days)

Is the service offering clearly 
communicated?

Example 1

Could our value proposition 
be communicated any 
better?  How?

Example 2
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4 Employee Interviews

Deadline for Interviews
_______________________________
(1-4 Days)

Make a list of all the 
employees for your 
firm.

Schedule 
appointments for the 
new marketer to speak 
to each of them.

Ask them the questions 
to the right.

1. Tell me about your job.
2. How do you help internal and external clients?
3. What are your favorite projects to work on?
4. What types of clients do we typically work with?
5. What are our most profitable projects?  Why?
6. What are our least profitable projects?  Why?
7. What professional organizations are you a member 

of?  Why?

Questions
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4 Employee Interviews

Name Role Interview Date 
& Time

Use more sheets as necessary
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5 The Pitch

Deadline for The Pitch
_______________________________
(1 Day)

Now it’s time to 
develop your pitch!

Your pitch is a 30 
second advertisement 
about your firm.  

In your pitch, you 
should be able to 
answer the questions to 
the right.

1. What is your role in the firm?
2. Who does your firm help?
3. How does your firm help clients?
4. What sets your firm apart?
5. What are some of the biggest and best projects your 

firm has done?
6. How can someone help you?

Questions
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5 The Pitch

Hi my name is Joe Smith and I am the Director of Business Development for ABC 
Company.  My company is a general contractor specializing in the healthcare 
industry.  ABC Company is extremely knowledgeable in medical office building 
construction and we’re well known for refurbishing existing retail spaces into 
medical office buildings.  Some of our most well known projects include:
• the transformation of the XYZ shopping center into the HealthPlus Medical 

Office Complex; and 
• the conversion of 123 shopping center into the HealthisAwesome Medical 

Office Building.  

I’m looking for contacts that do healthcare complex development projects so 
that I can tell them about the fantastic services we provide.  Do you know 
anyone that I can talk to? 

Example Pitch
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6 Finding Professional Marketing Resources

Deadline for SMPS
_______________________________
(1 Day)

Find your nearest 
Society of 
Marketing 
Professional 
Services (SMPS) 
Chapter or other 
industry relevant 
organization

1. Go to: http://www.smps.org/chapters/
2. Find the chapter nearest to you and go to the next 

meeting you can.
3. Contact any local SMPS board members and see if 

they would be open to a phone meeting or a coffee 
meeting

4. Based on your employee interviews, research 
additional organizations your team members 
mentioned. Contact members of these organizations 
and set up phone or in-person meetings.

http://www.smps.org/chapters/
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6 Finding Professional Marketing Resources

Name Organization Firm Interview Date 
& Time
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7 Start Creating a Professional Network

Deadline for Contacting Board Members
_______________________________
(2 Days)

Start Creating a 
Professional 
Network through 
your contacts at 
SMPS or other 
relevant industry 
organizations

1. How did you get started in this industry?
2. What have been your toughest challenges and how 

have you overcome them?
3. Who else would your recommend I speak with?
4. What professional organizations do you belong to?  

Why?

Questions



30-Day Jump Start Plan
© 2017 Chaz Ross-Munro

8 Meet Existing Clients

Deadline for Meeting Existing Clients
_______________________________
(2-5 Days)

Meet with a few of 
your firm’s existing 
clients.

1. Why do you like working with our company?
2. What didn’t you like about working with other companies in 

the past?
3. What can we do better?

Questions
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8 Meet Existing Clients

Name Company Interview Date 
& Time
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9 Establish Differentiator 

Deadline Establishing Differentiator
_______________________________
(<1 Day)

Looking over your 
notes from your 
client interviews, 
what were the key 
differentiators that 
stood out?  How is 
your firm different 
from your 
competitors?

Differentiator 
Write down your firm’s differentiator in the space below.
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10 Meet and Recap

Deadline for Meeting and Recap
_______________________________
(1-3 Days)

Now that you’ve 
completed the 
30-Day Jump Start, 
you probably have 
some ideas about 
how you want to 
move forward.  Now 
is a good time to 
start the Strategic 
Plan!

1. Review of website, marketing materials, and 
competitor websites.

2. Information gleaned from employee interviews.
3. Professionals contacted and insights gained from 

interviews.
4. Client interview responses.
5. Firm differentiator.
6.  Plan and deadline for creating strategic plan.

Discuss


