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1
SET AN EXPECTATION

Think of setting an expectation 

as having an upfront contract 

for your online meetings. Whether 

it’s a seminar, a presentation or a 

meeting with a prospect, have an 

agenda that clearly communicates 

what is going to happen in the 

meeting and what’s not going to 

happen. Setting expectations helps 

prospects know that their time will 

be well spent with you and it lets 
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them know what they should come 

prepared with. When expectations 

are met, this also builds trust, which 

can make all the di昀昀erence in turning 
prospects into long-term clients.

2
GET TO THE PAIN POINT

Identify your prospects’ unique 

pain points and keep your 

conversation relevant to those pain 

points. If prospects aren’t experi-

encing pain that can be alleviated 

by your products or services, there 

is no sales opportunity to pursue. 

On the other hand, if there is pain 

that your services address, and you 

can help your prospects connect 

unique elements of your products 

or services to speci昀椀c aspects of 
their pain, they will be more likely to 

come on as clients.

3
SAY THINGS IN THE THIRD 

PERSON

When holding those initial 

meetings, it can be awkward to ask 

some of the more candid questions 

about pain points. A helpful solution 

to this is to talk about things in the 

third person. One common example 

would be mentioning “other clients” 

who have a particular pain or chal-

lenge in order to get the prospect to 

consider if the situation applies to 

them too. This can be a gentler way 

of approaching di昀케cult subjects, 
rather than asking directly if “you” 

have this problem or if a certain 

situation applies to “you.”

4
ASK THE RIGHT QUESTIONS

Being prepared with the right 

questions is a critical step in 

getting to the full scope of a pros-

pect’s pain and building trust that 

you have the solutions. Even the 

most seasoned advisors shouldn’t 

leave this step to memory or expe-

rience alone. Using a questionnaire 

or fact-昀椀nder is the most e昀昀ec-

tive way to know you have all the 

right questions and that you aren’t 

going to forget any of them. Asking 

questions at the right times can be 

equally as important as asking the 

right questions. So, make sure your 

fact-昀椀nder follows a progressive 
order in which each question builds 
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o昀昀 the next and helps the 昀氀ow of the 
conversation.  

5
DON’T SKIP QUESTIONS

A good fact-昀椀nder will not re-

quire that all of your questions 

get answered in the 昀椀rst meeting. 
If you 昀椀nd yourself running out of 
time with a prospect, don’t skip 

questions in order to rush through 

everything. Skipping questions can 

lead to misjudgments in planning 
opportunities or selling before you 

have the full picture. As part of your 

expectation setting with prospects, 

you could let them know up front 

that it could take two meetings to 

ask all your questions. This shows 

competence more than anything 

else, and a commitment to giving 

them the best advice possible.

6
USE PARTICIPATION

Virtual meetings can be dis-

tracting. You should expect 

not to have the same undivided at-

tention as you would in an in-person 

setting. You can use di昀昀erent forms 
of participation to keep people en-

gaged, and to help them retain what 

you are telling them. If you’re in a 

prospect meeting, go a step further 

than sharing your screen and use a 

virtual whiteboard to draw visuals 

or write things down in real time. 

If you are hosting a sales seminar, 

post periodic surveys throughout 

the presentation to make attendees 

self-rate themselves and their needs 

in the context of your services. 

This is a proven way to book more 

follow-up calls.

7 
SHARE DOCUMENTS VIRTUALLY 

Invest some time into really 

learning your chosen virtual 

platform – whether it’s Zoom or 

something else. Make sure you 

know how to share screens seam-

lessly and have important docu-

ments ready to show throughout 

your conversations. Virtual sharing 

also applies to follow-up documents 

and contracts. Learn how to use 

electronic signature and sharing ser-

vices in order to keep up momentum 

and make things easier for your 

prospective clients.

8
STOP SHARING YOUR SCREEN

As important as participation 

is, you still want to simulate 

the connection of an in-person 

meeting as much as possible. Re-

member to periodically stop sharing 

your screen and put the focus back 

on the prospect and the conversa-

tion. When you leave a document 

or visual up beyond the point at 

which you’re discussing it, chances 

are you and your prospect are still 

looking at that visual rather than at 

each other. Just because you’re not 

face to face, doesn’t mean you don’t 

still need that face-to-face.

9 
FOLLOW UP! 

If you haven’t already sched-

uled a follow-up meeting – or 

if even if you have – follow up with 

your prospects to recap what you’ve 

discussed so far, share any doc-

uments and set expectations for 

next steps. One of the great things 

about being in a virtual environment 

is how much it’s forced us all to 

get more tech savvy. Create more 

personal follow-ups with tools like 
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BombBomb that make it seamless 

to record and share short videos in 

your prospect communications. That 

personal touch could make all the 

di昀昀erence in converting prospects 
into clients.

10 
HAVE A PROCESS!

Having a successful 

process starts with con-

sidering your own experiences and 

successes and then documenting 

them into a repeatable system that 

will help make your business run 

more e昀케ciently – from that 昀椀rst call 
and through all your future interac-

tions with a prospect. A document-

ed process, with a name and clearly 

de昀椀ned steps, not only di昀昀erentiates 
your business from other advisors’ 

businesses, it also helps your pros-

pects understand the path you’re 

taking them on and the progress 

they’re going to make as you take 

them through it.
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