The Prospect comes to town – preparation, the tour, and follow-up
Before the Visit - Company Information
1. Learn as much as we can about the company, their industry, the project (utility and labor requirements especially), the company’s competitors, and your competitors.  
2. Is it a real deal?   Ask economic development allies to check out the company. 
3. Who is making the decision within the company? What are the criteria for making it? 
4. Why are they considering your community? Where else are they looking?
5. Are they considering off shore/out-of-country locations? 
6. What is the project timing?
7. Who will be coming? What are their titles and responsibilities within the company?
8. Why are they looking for a community like yours?

9. What are their key location factors?

10. Ask them, what will it take to make this happen? 

Preparing for the community visit
1. Ask prospect source (state agency, etc.) what he/she would recommend you do to best host the company? Engage them in helping you as much as possible, but realize they may also be showing the company representatives other communities. 
2. Put together a list of everyone the prospect might want to meet, along with their contact information and cell phone numbers and email addresses. 

3. Have a street sweeper go through town and clean up as much as possible. Drive through town with a critical eye.  

4. The prospect will likely need to use the rest room during their visit--make sure it is clean and orderly.
5. Prepare briefing materials, including a PowerPoint presentation on your community – put it on a CD to give them and put it on your website or in a bound or three-ring fact notebook (use your community brochure if that is all you’ve got, but a three-ring notebook that lays flat would be better). Include maps of available sites and buildings of interest to them. 
6. Who needs to be on the greeting committee and who needs to be in reserve? The presidents of the community college and regional university would be good to have available. 
7. Hold a pre-visit briefing and rehearsal with as many of the players as possible.

8. Map out the tour route and run it to time it. My suggestion would be to begin and end at the strong points. First and last impressions are the ones most remembered. 

9. If they are staying overnight, where are they staying? Put flowers, a fruit basket, and a welcome note from the mayor in their room. 

10. Give the prospect a list of local people they will meet, along with their contact information, including cell phone and email.

11. Arrange for visits with local companies.  Select companies who support your efforts, especially “high-tech.” 
12. Learn about the prospect’s industry and what some of the trends are so that you can talk with the client in a meaningful way. Brief the locals on this information. 
13. What are the unique needs of the prospect’s industry? For example, semi-conductor facilities often use large quantities of water and have pretty nasty waste water to treat. 

14. Prepare an economic impact analysis to determine what type of incentives and how much to offer.  Don’t give away the farm, but be prepared to negotiate.  Find out what their critical needs are, including their timing.

15. Keep their visit out of the press unless they give you permission. Pre-mature disclosure can and has killed deals. 

16. Maintain their confidentiality unless they give you permission to disclose information.  This is often hard to do in a small town. 

17. Have a clean large vehicle ready – some use a motor home or large van.  Have a driver who knows the route and has rehearsed it.  Don’t try to be the driver and the narrator. The narrator needs to focus on the client’s reactions, including body language, etc.

18. If they fly in, make sure the airport terminal is clean and orderly.  It will be their first impression of your community.  
19. Show all sides of your community, not just the “good stuff.” Emphasize small-town values and good schools – important for them in recruiting employees. 
20. Arrange a luncheon, dinner, or breakfast with community leaders in a private room. 
21. Prepare a written itinerary, including address and phone for where they will be staying. Don’t forget to build breaks into the itinerary – restroom and cell phone/email. 
22. Work with the agency bringing the prospect to town. But if this is the real deal, offer to fly them in and out by helicopter (assuming the prospect would like to do so). This provides a great aerial view of the community and minimizes the distance off the expressway issue. 
23. Put a news embargo in place.  Tell the press that you don’t want their next story to be about how you lost the deal because they leaked the story. 
24. Work as a team - all of us are a lot smarter than any one of us. Make sure everyone knows their role. 
25. Relax and have fun! This is a great opportunity to learn. 
The community visit

1. Pray for good sunny weather, but have umbrellas and foul weather gear on hand for them and you. 
2. Be on time and prepared. Ask the prospect handler to give you a call when they are on their way.  Prospect tours often run behind schedule.
3. Hold an orientation meeting with a map and, if possible, aerial picture to show them what they will be seeing. Make adjustments as needed in the tour to include the places in which they show the most interest.
4. If possible, hold a teleconference call with the governor to tell them they are wanted and needed. 
5. Give them a briefing book including itinerary, local contact info, map, community fact book, CD-presentation, etc. Offer to ship it home for them since they may be visiting several communities and not want to lug it home.  Put as much as possible on a CD or DVD for them to take back.  Give them a copy of the community history DVD.   

6. Have a digital camera along and take pictures at their request to be emailed to them promptly after their visit.
7. Call ahead to let people know you are on your way.
8. Pace yourself and use a tag-team approach so that you stay fresh and alert. 

9. Have the site/building information available in print and electronic form (CD or ideally on a Memory Stick – more high tech).
10. Give them a memorable gift (not too heavy or offer ship it home for them). 

11. Thank them for taking the time to visit.  
After the Visit

1. Send a hand-written thank-you note to both the agency that brought you the prospect and the company representative for taking the time to visit. Email is fine but a hand written note is rare these days.  You want to be remembered. 

2. Promptly follow up with any additional information they request.

3. Create a password protected section of your website containing all the information they have been given. This way, the prospect can share the information with others in the company when he returns. 

4. De-brief the team and take notes for improvements for next time. Ask the agency that brought the prospect to participate. 
5. Be ready for the next visit – theirs or someone else’s. It could happen tomorrow. 
