Lead Qualification Worksheet

Organisation: ____________________________

Target group: ____________________________

1) First contact (name/role): ____________________________

2) Likely champion (name/role): ____________________________

3) Likely buyer/decision-maker: ____________________________

4) Organisation priority this supports (pick one):
☐ Leadership pipeline 			☐ Better presentations 
☐ Better meetings 				☐ Customer communication 
☐ Cross-team collaboration 		☐ Other: _________________
5) Employer-paid proposition (one sentence):



6) Demo/launch meeting date options:
Option A: ____________________ Option B: ____________________
7) Next 3 actions (with dates):
1. ____________________________________________ (by _______)
2. ____________________________________________ (by _______)
3. ____________________________________________ (by _______)
Stakeholder Map + Conversation Planner
Buyer (approves time/budget/permission)
· Name/Role: ____________________________________________
· What do they care about most? __________________________
____________________________________________________________
· What would make this a “yes”? __________________________
____________________________________________________________
Champion (internal advocate)
· Name/Role: ____________________
· Why might they care? ____________________
· What can they do to help?
☐ Introduce me to buyer ☐ Share invite ☐ Post in internal channel ☐ Help shortlist invitees ☐ Book room/Zoom
Potential members
· Primary group: __________________________________________
· Where do they already gather? (meetings/channels) ________________________________________________________
· Top 3 pains Toastmasters solves for them:
1. ___________________________________________________ 
2. ___________________________________________________ 
3. ___________________________________________________
Your conversation opener (10 seconds):
“I'm sponsoring an in-house Toastmasters club for [target group] so they can practise real communication and leadership skills weekly. Could we run one short launch meeting to test interest?”
60-second pitch template + email

Problem: “In [organisation], many [target group] need to…”
Solution: “Toastmasters is a regular, practical skills development program to build confidence, clarity, and leadership presence.”
Simplicity: “The organisation pays; employees participate; the club is self-run once started”
Ask: “Can we schedule a 60–75 minute demo/launch meeting on [date options] to assess interest?”

Email template (to buyer/champion)
Subject: Proposal: Toastmasters programme for [target group]

Hello [Name],
Toastmasters International is a non-profit educational organisation that offers a practical programme that helps people develop their communication and leadership skills through regular practice. I believe that this programme would be beneficial for [target group] at [organisation] because [reason]. 
I’m offering to help support and train your employees on how to get value from the programme.

Could we schedule a brief conversation to discuss options for a 60–75 minute demo/launch meeting to gauge interest?
Kind regards,
[First name Last name]



Demo/Launch Meeting Run Sheet (high level)
Goal: Positive first experience + commitment to join/next steps.
Recommended flow (60–75 minutes)
1. Welcome + purpose (5)
2. What Toastmasters is + why this target group (5)
3. Experience segment (20–30)
· Keep newcomer participation safe/voluntary
· Demonstrate a Pathways speech & an evaluation
· Showcase encouragement and evaluation culture
4. Clear close + commitment request (10)
· Invite sign-ups / interest capture
· Confirm next meeting/date and next steps



14-Day Sprint to Book the Demo/Launch Meeting
Day 1–2
☐ Make initial contact to confirm interest
☐ Identify the buyer (decision maker) and champion

Day 3–5
☐ Champion conversation
☐ Agree preferred time slots + venue/Zoom approach

Day 6–9
☐ Buyer conversation + financial proposal
☐ Finalise demo/launch meeting date
☐ Confirm meeting team + materials

Day 10–14
☐ Send targeted invitations (with support from Champion)
☐ Rehearse the “gaining commitment” steps
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