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Contacts
• What is contact? (Customer, Supplier, Donor,….) 
• Where do you get contacts?

– Seminars, events, meetings…
• How many cards do you usually get in a meeting?

– 5-10 cards � what do you do?
– 20-50 cards� How do you handle it?– 20-50 cards� How do you handle it?

• What do you do once you have received the business cards?
– Put card in Rolodex ? (#	AïFz )
– Enter phone number in cell phone?
– Enter in Microsoft Contacts?



Keeping Business Cards
• Pros

– Easy to manage, just put it in the box
• Limitations
- Validity? Change jobs? 2 cards, same 

person? Which contact to reach?person? Which contact to reach?
- Type in contacts every time
- How to search your target one
- …more



Enter in Mobile Phone
• Pros
- Relatively easy to do when only a few contacts
Limitations
- Takes long time to enter data
- Do you back up your contact info?- Do you back up your contact info?
- Contact belong to 1 person
- What information do you record?
- …more



Microsoft Outlook / contacts
• Pros
- Can share via server
- Keep contact info in server, update share by 

everyone
- Can update mobile device contacts
- Import / export for other uses, edm, mailing list, xls- Import / export for other uses, edm, mailing list, xls
- 1st STEP in preparing for a usable contact database
• Limitations
- Need to structure database (once only)
- Change of current habits



How To Synchronize Contacts
• Sync contacts with Outlook and mobile
• Import / Export

– MS Outlook, MS Contacts
– Gmail – Gmail 
– Hotmail
– Mobile Phones 



Basic Contact Management
1. Receive business cards
2. Put date and event receiving 

cards
3. Enter into 

Outlook/Excel/Contacts with 
dates, and event, other info

Cards

Information
on cardUpdate

dates, and event, other info
4. Import contact excel into 

database regularly
5. Sync database regularly with 

MS outlook, Mobile or other 
similar devices

DatabaseSync

Contact 
Management



Contact Relationship Management

Business
Analysis customer profile and understand current business

Contact Management Vs CRM

Customer satisfaction
Review the past, current, and forecast future customer satisfaction
Repurchase
Words of the mouth – Referral

Operation Efficiency
Central management
Clear record tracking



Concept of CRM

Contact Relationship Management (+J1Þe„�jKIC®)

Customer ?? 
New customer Vs Old customer

Relationship ??
Closed Relationship but not meet in 10 years
Myth of relationship of customer.
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Annual Sponsor!?.

Management  ??  
When, Who, Where.



Different Usage 
• Contact Database

- Manual email
- Phone calling

• Client Relationship 
Database

- Electronic Direct 
Mailing(EDM)

- Phone calling
- Record tracking

- Event Management
- Promotion 
- Record tracking
- …..more
- Segmentation (Select by 

fields…)



CRM current tools
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Boss/Staff
brain � 0

Selling 
notebook

� � � � � 10
notebook

EXCEL � � � 1800

OUTLOOK � 1800

POS+CRM � � � � 3k to
10k+

Big CRM SW 
tool 

� � � � � 100k+

CRM open 
source 

� � � � � ??


