
Prospecting and 
pipeline management 
made easy



This guide is intended for Brokers selling commercial lines insurance.

It is important to make sure that your prospecting and pipeline management strategy 
complies with all applicable law. This guide should not be relied on as legal advice.  

For information about your obligations under data protection law, see the UK Information 
Commissioner’s Office website at https://ico.org.uk. The ICO produces guidance and 

resources for organisations, including about direct marketing. See for example  
https://ico.org.uk/for-organisations/direct-marketing/. Note that different rules can apply 

to direct marketing to sole traders, some types of partnerships and unincorporated bodies. 
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https://ico.org.uk
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Four steps to successful prospecting
A steady pipeline of new business opportunities can be the secret to nurturing leads into clients.  
But where will they come from and how do you go about converting them? Here’s how. 

2
Know your  
prospects

1
Get  

organised

4
Get set for  

success

3
Talk their  
language

Go Go GoGo
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Know your prospectsGet organised Talk their language Get set for success

Step 1: Get organised 
Prep before you pick up the phone

How you organise your client data and plan how you’ll approach your 
conversations can have a huge impact. That’s why you need…

The Pipeline Management Tool – your new best friend 
Having key details at your fingertips can make all the difference between keeping or losing a client. 

Our tool helps you pull together all your vital prospect info so you’re never caught out on a call. 

Download the tool

https://brokermentor.co.uk/_uploads/docs/Pipeline-management-tool-template.xlsx


Building your  
prospect  

knowledge
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Get organised Talk their language Get set for success

Why keep 
records?
Keeping detailed prospecting 
records is all about building 
your knowledge of a company 
and the person you are 
speaking to. The more you 
know, the more you can help 
and the more they’re likely to 
trust you.

Spot trends in 
successful calls 
Enhance your future 

technique by repeating 
what’s worked

Sidestep  
potential hurdles

Prospect not a morning person? 
Or has a PA you can’t get past? 

Note the best times to  
catch them

Resources that  
could benefit  

your prospects
• Risk management advice

• Product summaries
• Explainer videos

• News articles 

Ensure your 
suggestions are  

timely and relevant
Awareness of the prospect’s 
calendar and activities can 

ensure your responses  
are reactive  

and agile 

Identify  
resources to  

help them
Note conversation points that 

offer you the opportunity to add 
value next time

Develop your 
understanding of  

your own timescales  
and process

How many calls and contacts do  
you usually need to make  

for success?

Use research  
to relate

Discover a prospect’s 
interests online and to 

introduce topics relevant  
to their business needs

Know your prospects
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Step 2: Know your prospects 
Top Tips 

Start with your warmest leads
Focus first on previous clients and the  
prospects who have expressed an interest.

Target relevant prospects 
Make sure you’re talking to the right 
person at the decision-making level 
within the target business.

Research before you reach out
Check out the prospect’s website and 
social channels to get a good handle on 
their business and what makes them tick.

1 3
2 Use prospect data  

from Aviva
Aviva can provide prospecting data 
on previous quotes that were not 
taken up, offering insights into where 
the greatest opportunities lie. 

4

Talk their language Get set for successGet organised Know your prospects



Key information  
to help your calls

Renewal date 
Use their renewal 
date to plan your 
call schedule for the 
optimum chance of 
success.

The product 
Consider the real-life 
implications of how 
what you’re selling will 
benefit them, using 
anonymised examples.

Locality
Demonstrate your 
local knowledge and 
awareness of topical 
community issues.

Risk knowledge 
Prove you understand 
the risks they’re 
likely to face in their 
industry and how you 
can help.

Talk their language Get set for successGet organised

Prospecting and pipeline management made easy07

Know your prospects
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Know your prospects Talk their language Get set for successGet organised

Understanding your ideal 
client and how they’ll 
react and respond is how 
you’ll achieve your goal – 
whether that’s warming up 
a relationship, converting a 
hot lead or just checking in. 

Getting 
into your  
client’s 
mindset

1

4

6

What traits do your most profitable 
existing clients have in common?

What solutions can I suggest  
to fix that problem?

How can I show them my 
expertise and understanding?

What are the needs and 
motivations that made 
those clients purchase?

2
What is this prospect’s  
biggest pain point?

3

Why should they buy from  
me in particular? What unique 
value do I offer?

5

What outcomes do I want to 
achieve from this contact?

7



You only get one chance to make a first impression.  
With a little planning, you can make sure it goes right. 

Step 3: Talk their language 

A practical guide to prospecting and pipeline management09

1
Confirm contact details for 
the decision-maker you need 
to speak to 

4
Follow up at least nine times 
to double your chances of 
success1

2 3

6
Make contact

5

 
Don’t give up!

Almost two-thirds (63%) of 
people requesting information 

will not buy for at least three 
months, and 20% will take more 

than 12 months to make a 
purchase. Patience  

pays off!2 

Know your prospects Get set for successGet organised

What channel will work best?
>	� A mutual contact? 
>	� A local networking or  

business event? 
>	 Connect on LinkedIn?

Consider how to introduce 
yourself in a way that’s 
memorable or interesting

Record notes using our 
Pipeline Management tool

1�https://www.marketingdonut.
co.uk/sales/sales-techniques-
and-negotiations/why-you-
must-follow-up-leads

2�https://www.marketingdonut.
co.uk/sales/sales-techniques-
and-negotiations/why-you-
must-follow-up-leads

Talk their language

https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
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https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
https://www.marketingdonut.co.uk/sales/sales-techniques-and-negotiations/why-you-must-follow-up-leads
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8. Further info requested 
and dispatched Impressive! –

Very few other 
brokers will have 
contacted them 

this many  
times4 

9. Call to check if they 
have any questions on 
info sent

10. Appointment booked 
– email calendar invite 

11. Sales meeting 

See example 
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6. Call to arrange a  
time to speak

Re-prospect closer 
to renewal date

Send ‘thank you for 
your time’ email 
Example

No

Yes

7. Email to confirm time, 
date and benefits

Tip: 3rd party content 
is good. An article on 
your website is better

See example 

5. Follow-up email with 
links to relevant content

Tip: Follow our  
first call  
guidance here 

4. Call to  
introduce yourself

89% of 
salespeople 
stop by this 

point4

Tip: Use bullets  
to land your  
message quickly

See example 

3. Follow-up email 
with key sales points

Tip: Keep it short 
and chatty – 300 
characters max

See example 

2. Contact via  
LinkedIn 73% of 

salespeople 
stop after 
this point3

1. Referral from  
mutual acquaintance

Tip: Follow-up 
quickly to make a 
good impression

See example 

Congratulations on booking  
in your sales meeting! 
Tip: Review what you’ve learned so 
far about the prospect’s business 
needs so you provide 
the most value in the 
time available. 

Not now

3https://brokermentor.co.uk/page/3207/contact-them-introduce-yourself-and-build-a-relationship
4https://www.brokermentor.co.uk/page/9768/contact-prospects-at-least-9-times-and-you-could-double-your-sales

(Remember, this is just an example. Find a rhythm that is right for you).

Track your progress with each client (and ensure your contacts comply 
with data protection laws) by logging each action in your Pipeline 
Management tool. Then you’ll have a clear overview of what you can  
do next to follow up with each prospect. 

Prospecting step-by-step

https://brokermentor.co.uk/page/3207/contact-them-introduce-yourself-and-build-a-relationship

https://www.brokermentor.co.uk/page/9768/contact-prospects-at-least-9-times-and-you-could-double-your-sales


Hi Maria,

We’ve not had a chance to connect yet, but I was 
recommended to reach out to you by Elliot Ives, who I’ve 
worked with to build a protection and risk management 
package for HDBS. 

To offer some background, my colleagues and I at 
Woodgate Insurance have worked with a range of 
property management businesses across the county. 
It’s given us a strong understanding of the risks and 
challenges you face in your line of work, and the 
protection solutions that best address these.

Bearing this in mind, I thought it would be worth us 
having a chat, even if it’s just to get our capabilities on 
your radar for future reference. 

Would you be able to spare a few minutes to talk over 
the next week? You can reply to this email address or 
call me on 01493 478522.

Thanks,

Chloe
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How this process might look

Hi Maria, it’s Chloe, I’m just 
following up on my email of 

last week as I realise we’ve not 
had the chance to speak yet. 

I was just hoping to hear more 
about your role, and give you 

more detail around we can 
help you. Have you got a few 

moments to speak now? 

Chloe Clark
Insurance Consultant at  
Woodgate Insurance

Hi Maria, 

I’m looking to introduce you to what 
Woodgate could do for you in terms of 
business insurance for Tower Heritage. 
Following discussions with our mutual 
contact, Elliot of HDBS, it seemed like 
our services could be a good fit for your 
need. 

Keen to provide you with more info on 
our property management specialism 
– if you’re interested, please drop me a 
line. 

Chloe Clark

Chloe Clark

Ensure that your acquaintance is in approval of their reference / association in your communications.

Contact via 
LinkedIn 

Call to introduce 
yourself

Follow-up email with  
key sales points
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Know your prospects Talk their language Get set for successGet organised

Hi Maria,

Thank you so much for making the time to talk to me this 
afternoon. 

I’m pleased to attach further details on the cover 
specifics we talked about – a little light background 
reading! Have a look and if you’ve got any questions in 
advance of next week’s meeting, please don’t hesitate to 
give me a call.

I’ve booked our conference call for 16:00 on Tuesday 7th 
August. If this becomes impractical, please let me know 
and I’ll rearrange, but if but if I don’t hear from you, I’ll 
look forward to speaking to you on Tuesday!

Regards, 

Chloe

Good morning Maria.

Hope you’re having a good day and looking forward to 
the bank holiday weekend. 

I just wanted to follow up on my recent message in case 
you missed it. As you know, since the pandemic, your 
sector has been turned on its head. It’s a challenge we 
at Woodgate Insurance have put a lot of thought into 
and I wanted to share with you an article we wrote – in 
it, our experts take a close look at the major issues 
and insurance exposures currently impacting the field 
of property management. I think (hope!) it’s something 
you’ll find interesting. Have a read:

<Link to website content>

I’d love the chance to discuss this further with you. If 
you have the time, drop me a reply and we can arrange 
something for next week. 

Kind regards,

Chloe

Chloe ClarkChloe Clark

Sales  
meeting

Make sure that your marketing complies with data protection law. See the UK Information Commissioner’s Office website for guidance and resources on direct 
marketing (https://ico.org.uk). Note that different rules can apply to direct marketing to sole traders, some types of partnerships and unincorporated bodies.

Follow-up email with links 
to relevant content

Appointment booked – 
email calendar invite 

How this process might look
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The keys to converting

A practical guide to prospecting and pipeline management13

2. Bring the need to life
Show them how a business like theirs 

benefitted from moving to you. By getting 
specific you can help them visualise the risk 

and realise the opportunity.

1. Always be there
Get your name in front of your client as 
much as possible. Consistently sharing 
helpful info will ensure you’re top-of-

mind when they’re ready to buy.

Tip  

Forward a news article about a topic relevant to their business. Use social 
media too. Posting relevant content on social platforms can help keep you front 
of mind.

Step 4: Get set for success
It’s important to grab any opportunity to reinforce your connection with a client.  
Social media updates, blogs, free learning sessions – it’s about helping them build trust in you.

Tip 

Create a list of real-life examples (using fully anonymised details so as not to 
breach confidentiality)
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The keys to converting

A practical guide to prospecting and pipeline management13

4. Respect their process
Most businesses will need multiple stakeholders 

to agree on a purchasing decision. You’ll only have 
direct access to one or two, so you need to allow 

time for all involved to do their due diligence.

3. Educate your prospect
Back-up your sales pitch with facts, 

testimonials and case studies. Help your 
prospect to develop trust in your expertise  

as an individual and as a business.

Tip 

Trust is built on credibility and reliability. Make sure you deliver on 
promises and proactively offer useful and timely insights.

Step 4: Get set for success
It’s important to grab any opportunity to reinforce your connection with a client.  
Social media updates, blogs, free learning sessions – it’s about helping them build trust in you.

Tip 

They will research you so make sure your website and socials paint a 
professional picture. Try to connect with other influencers in their business  
to increase brand awareness.
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How did you do?

What can the tool 
tell you? 

Conversion rates

The number of contacts
needed to reach a sale

Which contact channel
generates most engagement

Trends in your 
conversion rates

From insights  
to improvements
Armed with these insights you 
can build an understanding of 
what’s working to refine your 
technique and streamline 
your pipeline process.

We’re exposed to around  
300 marketing messages  

every day. How many can  
you remember?

Cutting through takes  
targeting, personalisation  

and persistence.5 
 

5Persuasion: Social Influence And Compliance Gaining by Robert Gass & John Seiter 

Metrics matter 
Use your pipeline management tool 
to track and measure how you’re doing 
so you’re not relying on guesswork. 
The key is knowing which parts of your 
data matter.
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Prospecting resource centre
More tips, tools and templates to make your life easier

Making your 
website work 
harder

Easy networking tips

Making social media 
work for you

How to be 
remembered, 
recommended  
and referred

Find out more

Find out more Find out more

Find out more

https://brokermentor.co.uk/page/9941/five-reasons-why-advisers-should-use-social-media
https://brokermentor.co.uk/page/9912/how-business-networking-can-forge-new-business-growth
https://brokermentor.co.uk/diagram/95/build-a-highly-profitable-website
https://brokermentor.co.uk/page/9919/how-to-be-remembered-recommended-and-referred


Aviva Insurance Limited, Registered in Scotland Number 2116. Registered Office: Pitheavlis, Perth PH2 0NH. Authorised by the  
Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority. 

aviva.co.uk

BMGI860112022. 11/2022.

You can get more sales and marketing support and 
guidance by visiting brokermentor.co.uk
This guide is intended for commercial lines brokers only. You are responsible for your own compliance with 
all applicable law and this guide should not be considered as legal advice. Aviva accepts no liability for any 
loss or damage suffered by you, your organisation or your clients arising from reliance by you on this guide.

Got a question about anything we’ve covered in this guide? We’re always happy 
to help – feel free to email us at marketingsupport@aviva.com 

http://brokermentor.co.uk
mailto:marketingsupport%40aviva.com?subject=
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Contact via LinkedIn 

Type a name or multiple names

Hi <Prospect>,
I believe our mutual acquaintance, 
<Acquaintance>, may have mentioned my name in 
a recent conversation?
I’m a commercial lines broker for <Brokerage> 
and I’d love the chance to chat through how we 
can help you. If you’re interested, just ping me a 
message on here. 
All the best,
<Name> 

New message
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To

Subject

Hi <Prospect>,

I hope you’re keeping well. 

I just wanted to follow up on my recent LinkedIn message to check in with you about your insurance needs. 
I’m a broker for <Brokerage Name> who specialises in commercial lines for businesses like yours. 

At <Brokerage>, we:

•	 have a long track record of working with businesses in the <sector> sector
•	 bring to the table a strong understanding of the risks and challenges you face throughout the year
•	 offer the protection solutions that best address these challenges.

I’d love the chance to have a chat through your risk and insurance situation and see if we can help you in the 
future?

If you’d like to get the ball rolling on reviewing your protection needs, just let me know and I’d be happy to 
help. You can reply to this email address or call me on <phone>.

Thanks for your time,

<Name>

New message

Follow-up email with key sales points
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Hi <Prospect>, it’s <Name> calling from <Brokerage>. I’m calling to follow up on 
my email about how we could help you with your business’s insurance and risk 

management needs as we’ve not had the chance to speak yet.

I don’t know if you saw my earlier message, but I was speaking with <Acquaintance> 
who suggested you might be in the market for some help with at your public liability 

cover requirements and thought that I could be a good person to give you a hand 
with that. 

I was just wanting to see if that was something you might be interested in taking a 
look at – have you got a few minutes to speak now?

Call to introduce yourself
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Follow-up email with links to relevant content

To

Subject

Hi <Prospect>,

I hope you’re well?

I just wanted to share some information with you that I think you might find useful. As you know, we’re living 
in uncertain times that are making business interruption not only a heightened risk, but one that could 
potentially be longer lasting – and therefore harder to bounce back from – than ever before. 

We’ve extensive experience in business interruption, having supported many businesses like yours to work 
out a realistic assessment of their recovery timescales and cover levels. 

<Link to website content>

But don’t just take it from me – take a look at the case study linked below which really highlights the 
difference adequate Business Interruption insurance can make to the continued success of an organisation 
hit by an unexpected event. 

Of course, business interruption is just one aspect of protection we can help you with. Whatever you’d like 
support with, just get in touch on <contact details>.

Kind regards,

<Name>

New message

Talk their language
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Thank you for your time email example

To

Subject

Hi <Prospect>,

Thank you for taking the time to talk with me on our call today. It was interesting to hear about <point 1>, 
<point 2> and <point 3>. 

I appreciate you’re not looking for my services at this time, but should you like them in the future, I’d be 
delighted to see how I could help.

I hope to get the opportunity to talk with you again soon.

In the meantime, take care and all the best,

<Name>

New message

Talk their language
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To

Subject

Hi <Prospect>,

Thank you for taking the time to talk through your business needs with me – it was great chatting with you. 

Our next call is all booked in for <time> on <date>. If anything changes in that time, please just let me know.

As promised, here’s a summary of the key benefits you’ll get through me, as discussed during our call: 

•	 USP 1 
•	 USP 2 
•	 USP 3 

I look forward to talking again on our upcoming call. In the meantime, if you’ve got any questions, I’d be 
happy to answer them.

Kind regards,

<Name>

New message

Email to confirm time, date and benefits 

Talk their language
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To

Subject

Hi <Prospect>,

Thanks for your time on the phone just now, it was great to talk. 

This is just a quick note to confirm our call at <time> on <date>. If anything changes in that time, please just 
let me know.

In the meantime, I’ve included a few links you might find handy below. Don’t forget, with us you’ll also 
benefit from:

•	 USP 1 <insert hyperlink here>
•	 USP 2 <insert hyperlink here>
•	 USP 3 <insert hyperlink here>

I look forward to talking to you soon.

Kind regards,

<Name>

New message

Appointment booked – email calendar invite

Talk their language


