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Today’s Ground Rules

1. Please respect yourself, your classmates, and 
us by putting your smart phone away

2. If you need to go…go
3. Hear what is being said
4. SHARE
5. It’s OK to ask Questions
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Ground Rules, continued

6. Appreciate the other person’s point of view
7. Be Additive
8. Be Solution Driven
9. HAVE FUN TODAY!
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Your Mind is like a parachute

It works a lot better when….
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Agenda for the day
Sessions:

• Introductions
• Why are we here?
• Practice makes you…better
• Do you need this coaching?
• Success Stories
• How to get appointments
• What to do on appointments
• Our Greatest Asset
• How do I find you?
• Remembering People
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Agenda Continued

• What do you want people to know about your 
organization?
• What do you want people to know about you?
• What do you want to know about them?  We’ll 

talk about the 4 “P”s
• Relatable Interests
• Grandma’s Rules
• A Day in the Life….
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Introductions:
Columns and Your Organization

We’re in the same business:
“Selling our organizations by selling 

ourselves.”

Our organizations answer this basic question: 

“Why should I—give you—my hard-earned money? “
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Why are we here today?

• We’re all here for one thing…. And that is:
_________________________________

• Our goal today is to add a tools to your 
toolbox, so you can:_______________
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When it comes to your 
organizations…

What are our greatest assets?
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If people are our greatest assets…

What do we know about people?
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Exercise #1

• What do you know about the person sitting 
next to you?

• Pair up. 
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Do you need this coaching?

• Some of you may think you need coaching. 
And you’re right.

• Some of you may think you need coaching, 
and perhaps you don’t.

• Some of you may think you don’t need 
coaching, and maybe you’re right.

• Some of you may think you don’t need 
coaching, and maybe you’re wrong.
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Stages of professional lives

We go from 
Unconsciously incompetent to

Consciously incompetent to
Consciously competent to
Unconsciously competent.
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Why are we here?

• For those of you who have a great deal of 
experience, you’re here to sharpen the saw….

• To remind yourself of what you know…
• To help your colleagues become better at 

what they and you do…
• To see if we can do things better 
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Why do pro golfers take lessons?

• There are 249 professional golfers on the PGA tour…
• And all but one of them takes golf lessons. 
• Think of that: All of the world’s best golfers take golf 

lessons.
• Everyone one of them is trying to get better.
• An analysis was performed on the top 75 golfers over 

the course of one season. How many total strokes do 
you think there was in the spread between players 
ranked from 1-75?
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Exercise #2

On the count of three, give me your business 
card….one, two, three, go….
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Exercise #3: 
Tell us your success stories

• How did you get the first meeting, maybe over 
a cup of coffee?

• How did you get the second?
• How did you find the hook? 
• How did you follow up?
• Success: confidence without arrogance
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How to get & go on appointments

• 3 groups:  Suspects, Prospects, Donors
• 4 things to do with them:  

(4) Identification, 
(6) Cultivation, 
(6) Solicitation, 
(4) Stewardship
20
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The Order of an Appointment

• Show your ID
• Icebreaker

• Get acquainted (collect info)
• Express gratitude

• Discuss new business
• Solicit (if this is the solicitation visit)

• Ask for referrals
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What is your greatest Asset?

• In cultivating a prospective client
• In stewarding a current client
• In developing stronger relationships
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If you are the most important asset…

• How do I find you?
• Can I find you (& your photo) on your website?
• Can I find you on Linked In?
• Can I find you on Facebook? (What will I find?)
• Can I find you on a plane, on a train, on a bus? 

Can I find you in a rush?
• Let’s say I just won the lottery….I’m trying to find 

you to set up a fund…and I can’t find you.
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How do you remember people?

• By listening to them…
• Take a notepad with you….write down the 

names discreetly in a bathroom or away from 
a social circle, or

• Write notes about people on your NOTES app.
• The bus driver exercise….
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Use the 4 “P”s to Organize Your Notes

• People (family, friends, charities)
• Properties (assets: cost basis, FMV, income)
• Planners (minister, rabbi, CFP, CPA, attorney)
• Plan (life plan, estate plan)



Exercise #5:

What are the Top Ten Things
You Want People to Know about Your 

Organization?
(White Board)
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Exercise #6

What are the Top Ten things that 
you want people to know about 

you?
(White Board)
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Exercise #7:

What Are the Top Ten things that you 
want to know about 

prospective contributors?
(White Board)
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Prospective Contributor Cultivation is

• A team sport
• What are your relatable interests?
• Do you have a resource bank of people you 

know? What do they do? What are their 
interests?

• How do you match people with relatable 
interests? Making Connections

• Making an impression in subtle ways….

ww



Grandma’s Rules

Or, Grandma rules
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Grandma’s Rules Etiquette

General Rules:
• Avoid cuss words or crude language
• Avoid criticism or negativity
• Try to bring a little pleasantness into someone else’s 

day. You never know what is going on in their lives. 
• Say “Thank You” a lot
• Hand write “Thank You” notes—e-mail notes are 

immediately deleted
• Listen a lot
• Smile a lot



Etiquette or Grandma’s Rules
Meeting a prospect:
• Stand up and shake hands when some one enters your office, 

or in any room.
• Hold the door for people
• Let them talk first, don’t interrupt
• Ask leading questions
Dining:
• TIP: When you have an appointment with someone, turn your 

phone on mute
• TIP: When you have a lunch appointment, turn your phone on 

mute
• TIP: Only begin eating when the host/hostess begins eating.
• Use your fork as if you are balancing your food on it, as 

opposed to stabbing the food as if you intend to kill it.
• Don’t talk with food in your mouth.



Etiquette-Grandma’s Rules
Social Etiquette:
• Walk beside people, not in front of them.
• Ask “What may I do for you today?” vs. “What can I do for you today?”
• Say “You’re welcome” rather than “No problem”
• TIP: At social events, place your name tag on your right shoulder, so 

people can see your name when you reach out to shake their hand.
• TIP: At social events, hold your drink in your left hand, so when you shake 

hands with your right, you’re not giving them a cold, wet handshake.
• TIP: When you meet someone, repeat their name. You’re much more likely 

to remember a name after you’ve said it a couple of times.
• Avoid talking about yourself to much. “Every crow thinks their feathers are 

the blackest.”
• “Good manners will get you what money can’t buy.”



A Day in the Life

• What do you do in a day…
• What are the good habits to get into…
• How do we make behavioral changes…
• How to we get better at what we do…
• Question and Reflections…
• Next Steps…
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