Inputting Contacts and Businesses into HubSpot SOP

Purpose
The purpose of this SOP is to standardize the process of creating and updating Contacts and Companies in HubSpot. By following this procedure, you will:
· Maintain accurate and complete contact records.
· Ensure contacts are tagged with the correct sources and statuses.
· Provide visibility into how frequently leads or customers need catering services.
· Enable better reporting and tracking of outreach, lead management, and follow-up activities.

Roles and Responsibilities
· Field Marketing Reps (FMRs):
· Contact Creation: Enter new contacts into HubSpot on the same day of your interaction.
· Data Accuracy: Fill out all mandatory fields (email, name, Info Source, etc.) and any relevant optional fields.
· Lead Follow-Up: Assign the correct Lifecycle Stage and Lead Status based on engagement level (e.g., “Open Deal,” “In Progress”).
· Daily Updates: Ensure existing contact records are kept up to date with phone numbers, addresses, or any other new information.
· Managing Director:
· Data Validation: Periodically review records for inconsistencies (e.g., incomplete addresses, missing fields).
· Performance Monitoring: Use HubSpot dashboards and reports to check if FMRs are meeting weekly networking and contacts added goals.
· Feedback & Coaching: Provide FMRs with recommendations to improve data collection and contact quality.

Key Terms & Definitions
· Contact: An individual person (lead, prospect, customer) in HubSpot.
· Company: A business or organization in HubSpot, often associated with one or multiple contacts.
· Info Source: How you discovered or connected with the contact (e.g., Referral, ZoomInfo).
· Lifecycle Stage: Indicates the progression of a contact from Subscriber to Lead, MQL, SQL, Opportunity, Customer, and beyond.
· Lead Status: The state of engagement with a contact (e.g., New, In Progress, Open Deal).

Required and Optional Fields
HubSpot offers predefined views to help organize and filter deals. Below is a list of available views and their uses:
Below is a detailed list of fields you should see when creating or editing a Contact record in HubSpot. Where applicable, the same fields apply when you create a Company record (e.g., Company name, Industry, Address).
1. Email
· Definition: Primary email address for the contact.
· Format: Use a valid and properly formatted email (e.g., name@company.com).
· Importance: HubSpot relies on email as a unique identifier for contacts.
2. First Name
· Definition: Contact’s given name.
· Best Practice: Use proper capitalization (e.g., “John,” not “john”).
3. Last Name
· Definition: Contact’s surname/family name.
· Best Practice: Ensure correct spelling and use proper capitalization.
4. Info Source
· Definition: Identifies how you obtained this lead or contact.
· Options:
· Referral (e.g., a client or colleague referred this contact)
· Re-Connect (re-engaging a previously contacted lead)
· Fundraiser (contact from a fundraising event)
· ZoomInfo (contact found via ZoomInfo database)
· ZoomInfo EZCater (contact found specifically targeting EZCater leads on ZoomInfo)
· ZI Marketing (contact from ZoomInfo marketing campaigns)
5. Contact Owner
· Definition: The FMR or team member responsible for managing the relationship.
· Best Practice: Always assign an owner to ensure accountability.
6. Job Title
· Definition: The contact’s position within their organization.
· Importance: Helps tailor messaging and approaches (e.g., “Office Manager,” “Director of HR”).
7. Phone Number
· Definition: The contact’s main business phone number (if available).
· Format: Standardize format with country codes if needed (e.g., +1 (999) 999-9999).
8. Mobile Phone Number
· Definition: The contact’s personal mobile number, if available.
· Usage: For more direct outreach (e.g., text updates on an upcoming event).
9. Company Name
· Definition: The business the contact is associated with.
· Best Practice: Ensure there’s a corresponding Company record. If not, create one.
10. MainStore
· Definition: This field indicates the primary Slim’s store or location most relevant to the contact or company.
· Usage: Helps identify which store is servicing them (e.g., “Slim’s Denver South,” “Slim’s Utah North”).
11. Background Info
· Definition: Relevant notes or context about the contact (e.g., discovered at a networking event, specific needs).
· Usage: Provide a quick snapshot for any team member referencing this record later.
12. How Frequently do they Provide Meals for Staff?
· Definition: Frequency with which they cater or provide meals.
· Options:
· Occasionally
· Monthly
· Weekly
· Bi-Weekly
13. How Many Do They Typically Feed?
· Definition: The usual number of people the organization feeds at once (e.g., 25, 50, 100).
14. Type of Meals Preferred
· Definition: Preferred catering style.
· Options:
· Buffet Style
· Box Meals
15. Est. Budget ($)
· Definition: Approximate amount the contact or company is willing to spend per event/order.
16. Street Address
· Definition: Primary address of the contact or company.
· Usage: Useful for direct mailers or local on-site visits.
17. Primary Street 2
· Definition: Additional address information if needed (e.g., Suite #, floor).
18. City
· Definition: City portion of the address.
19. State/Region
· Definition: State or region for the address.
20. Postal Code
· Definition: ZIP code or postal code.
21. Industry Type
· Definition: The sector or vertical the contact’s company belongs to (e.g., Healthcare, Education, Corporate).
· Usage: Helpful for marketing segmentation and pipeline analysis.
22. Groups
· Definition: Categories or teams the contact is part of (internally or externally).
· Usage: May tie to specific marketing campaigns or internal grouping.
23. Lead Status
· Definition: Indicates where the contact stands in your engagement process.
· Options:
· New
· Open
· In Progress
· Open Deal
· Unqualified
· Attempted to Contact
· Connected
· Bad Timing
24. Lifecycle Stage
· Definition: Identifies the contact’s overall stage in the buyer’s journey.
· Options:
· Subscriber
· Lead
· Marketing Qualified Lead (MQL)
· Sales Qualified Lead (SQL)
· Opportunity
· Customer
· Evangelist
· Other

Step-by-Step Procedure
Creating a New Contact
1. Navigate to Contacts
· In the HubSpot main navigation, go to Contacts > Contacts.
· Click the “Create contact” button (usually top right).
2. Enter Mandatory Fields
· Email: Use the correct email address.
· First Name, Last Name: Properly capitalize names.
· Info Source: Choose the relevant source (e.g., “ZoomInfo EZCater”).
· Contact Owner: Select the FMR or team member responsible.
3. Fill Out Additional Relevant Fields
· Phone Number, Job Title, Company Name, MainStore, etc.
· The more information you capture, the easier it will be to segment and follow up.
4. Select Lead Status
· Determine if they are New, In Progress, or if you’ve already opened a deal.
· Keep this updated as the relationship develops.
5. Set the Lifecycle Stage
· Decide if they are a Lead, MQL, SQL, Opportunity, or Customer based on their engagement level.
6. Save
· Click “Create contact” to finalize.
· You can also associate this contact with an existing Company if applicable.
Creating a New Company
1. Navigate to Companies
· Go to Contacts > Companies.
· Click the “Create company” button.
2. Enter Basic Information
· Company Name: Must be distinct and properly capitalized.
· Website: If known, HubSpot may auto-populate other info.
3. Address Fields
· Fill in Street Address, City, State/Region, Postal Code to ensure location accuracy.
4. Industry Type
· Identify the sector (e.g., Healthcare, Corporate, Education).
5. Associate Contacts
· If you know the relevant contacts who work there, associate them now or do so later from the Contact record.
6. Save
· Click “Create company” to finalize.

Best Practices
1. Consistency is Key
Use the same naming conventions and proper case. Inconsistent formatting leads to reporting errors.

2. Verify Before You Save
Double-check spelling and email formats.

3. Keep Records Updated
If you learn new info (new phone number, job change), update the record immediately.

4. Use Notes & Comments
Add extra context (e.g., “Met at trade show; interested in monthly catering.”) so other team members see the contact’s journey.

5. Leverage Lists and Views
Create saved filters (e.g., “New leads from ZoomInfo this week”) to track new contacts effectively.

6. Assign Next Steps
If you expect a follow-up, schedule a task or log a note. Do not rely solely on memory.

Reporting and Analysis
  Data Quality Dashboards: Regularly review dashboards for missing or incomplete fields (e.g., no email, no phone number).
  Conversion Metrics: Use lead status and lifecycle stage data to track how contacts progress from New to Open Deal to Customer.
  Team Performance: Manage Directors should review how many contacts each FMR adds weekly and how it aligns with networking goals.
