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Introduction

Spring is in the air, which begs the timeless question of CRM owners around the 

world:

To Clean...

“Out of clutter, find simplicity. From discord, find harmony. In the middle of difficulty lies 
opportunity.” 

Or Not To Clean...

“If a cluttered desk is a sign of a cluttered mind, of what, then, is an empty desk a sign?”

Both quotes are attributed to the great Albert Einstein, who knew a thing or two 

about great thinking, but they seem to contradict one another. If we take a closer 

look at the first quote, however, it seems he was encouraging entrepreneurs 

to “conquer the chaos” in creating streamlined systems that grow while others 

falter.

The second quote really only applies to your desk! 

You MUST de-clutter your CRM application to enable you to bring on affordable, 

efficient, effective assistance in the form of virtual assistants, employees and/

or consultants who can jump in and help you grow while you either take time to 

work on your business or simply take time away from your business.

The following ideas, recommendations and examples are meant to inspire and 

push you to find a little more harmony, which will help you seize that much more 

opportunity.
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Make a Mess

Masterpieces aren’t created in a clean kitchen. 

I’d much rather work with a client that is movin’ 

and groovin’ and leaving a path of destruction 

along the way to making deposits at the bank 

than trying to cajole a “bump on the log” into 

doing something! 

So if you have a mess of tags, old products, out-

of-date commission programs, more templates 

than you can count and enough old contacts to 

fill a metropolitan phone book, take comfort in 

knowing you’re not alone.

Like Newton told us, a body in motion will stay in motion, and a body at rest will 

stay at rest unless acted upon by an outside force. The fact you have a mess that 

needs a spring cleaning simply means you are making things happen, which is a 

good thing.

To help you with your CRM spring cleaning, let’s begin outside of your CRM by 

cleaning up your inbox. 

Eject Excess Emails in Your Inbox

It’s time to unsubscribe from all of those email lists you were intending to read 

but haven’t read in weeks, months or even ever. 

We’ve all been taught the Swipe & Deploy (S&D) method of marketing by Dan 

Kennedy and his herd. However, after months or even years of researching the 

latest and greatest trends in sales and marketing, we often find ourselves afraid 
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of our inbox because of the proliferation of emails hurled our way through the 

internet.

If you cannot remember the last time you read an email from a particular sender, 

go ahead and unsubscribe. If you like a particular person and/or are inspired by 

their headlines or just want to skim their information from time to time, create a 

filter that bypasses your inbox and sends your S&D research emails to a separate 

email folder.

Your inbox will become more manageable, your research will become more 

focused, and your daily productivity will increase dramatically. 

Tame the Tag Tasmanian

Tagging is a common way to segment 

your contacts in many CRMs. It 

helps you sort and send relevant 

communication and offers to 

prospects vs. clients.

Tags come in handy when you want 

to invite only local contacts to your 

open house or send a 20% off coupon 

to anyone who hasn’t purchased from 

you in the last six months.

However, like saving documents to your computer’s desktop or collecting 

business cards at networking events, it’s easy for tags to proliferate and take on 

an inefficient life of their own without a plan for keeping them organized and 

useful.
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The good news is that it’s never too late to delete tags you no longer need or to 

update them to better reflect how your business has changed since you started, 

or since your last spring cleaning, whichever is earlier.

The even better news is that tags can be updated system-wide in all of the major 

CRMs on the market today. So, rather than deleting tags and losing the historical 

information on a contact, consolidate your tags by renaming similar or outdated 

tags.

Part of editing your tags includes editing your tag categories to ensure you have a 

relevant organizational structure for your CRM. The key word here is “relevant.” 

I describe tagging creation and filing with a filing drawer analogy. When you file 

your monthly bills, some place the most recent bills in the front while others file 

the most recent bill in the back. The best way to file—and apply tags—is the way 

that makes sense to you and will be used consistently.

Your CRM likely provides some standard categories such as customers and 

prospects. The customers category is rather straightforward; simply create a tag 

for each of your products that are applied when a contact buys that product.

The tricky part comes when you create tags and tag categories for prospects. 

Let’s say you have a lead magnet in the form of a free report entitled “Spring 

Cleaning Your CRM.” Since this is a lead magnet you may be tempted to create a 

Tag entitled “Spring Cleaning CRM Free Report” and place it under the prospects 

category.

But what if a client downloads this report? Is that client also a prospect? In a way, 

yes, because the most profitable way to grow your business is to generate repeat 

sales from existing clients. So filing this report tag under the prospects category is 

perfectly acceptable.
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However, you may want to consider creating another tag category called “Free 

Reports” or “Lead Magnets” and file this “Spring Cleaning CRM Free Report” tag 

there. Either way is fine, as long as it works for you and you follow the process 

consistently.

It’s OK to delete or merge redundant tags or old tags that you no longer use that 

are cluttering your CRM. You’ll know this is happening when you can’t remember 

where a tag is located or when you do a search and find tags by the same name 

under different categories.

Only in extreme circumstances do I recommend clients delete tags because you 

lose the history on that contact. Instead, rename the old tag with a more accurate 

or more current name and maybe even change its category. Your CRM will update 

all contact records with the new tag name, thereby helping you Tame the Tag 

Tasmanian.

Purge Past Products 

Information marketers can literally create products out of thin air. Everything 

from webinars to workshops to mastermind calls can be created and sold in a 

matter of minutes, which is perfect for those that take massive action. 

However, scrolling through rows or pages of products is, at best inefficient, for 

you and your staff and, at worst, confusing to your prospects. The old saying goes, 

“A confused mind says NO!”
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Although it may be a great walk down Memory Lane to look back over all of the 

iterations and variations of things you have sold through the years, it can also 

clutter your brain and slow you or your staff down. If you find that happening, do 

one of the following two things:

 1.  Delete old products and subscriptions you are no longer offering. 

 

 

 2.  Hide the old products from your storefront. Most shopping cart  

       platforms have an “edit,” “draft” or “hidden in cart” option. This will tidy 

       up your storefront while keeping your available products visible to you 

       in case you want to revive them or use them for reference later as you  

        develop new offerings.

Retire Affiliate Resources & 
Commission Programs 

As your business changes, so will the 

products and subscriptions you sell, along 

with the commissions you offer to your 

affiliates and referral partners. 

 

Most affiliate programs have four key 

components: the list of affiliates themselves, 

your commission programs, affiliate 

resources, and what it is you are selling 

through your affiliates, such as products, 

subscription programs and live events.

Time to Retire Your Old 
Affiliate Programs?
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Affiliates: Always remember that affiliates are people, too. This can be a great 

time to reengage with them to help them help you. You can do this in the form of 

an educational series that gives them tips and tricks on how to use your banner 

ads, social media posts and even affiliate links to generate more leads and sales.

Spring cleaning is also a great time to announce the launch of new products or 

share your training calendar for the coming quarter to get affiliates excited and 

planning on how they can begin promoting you to their lists.

Commission Programs: When was the last time you reviewed the key 

components of your commission programs? Specifically, how much to pay, if the 

pay should be a set amount or percentage, pay one or two levels, pay for leads or 

only for the sale, and cookie expiration lengths?

You need to spice things up with your affiliates. If you notice complacency 

with them, consider reducing the cookie duration or adding a second payout 

level. Sometimes, offering a set dollar amount can inspire your affiliates more 

than a percentage, and vice versa. I offer $1,000 affiliate fee for my two-day 

implementation program that sells for $8,000. If you do the math, $1,000 is 

12.5% of $8,000. When compared to digital or automated programs with 30-50% 

commissions, 12.5% seems paltry. But $1,000 is a NICE commission, which is why 

I chose to set the payout in dollar terms rather than a percentage.

Resources: Affiliate resources include banner ads, emails, landing pages, and 

social media content to can share. 

To ensure you are not enticing your affiliates to sell last year’s products and 

subscriptions, review your various programs and decide which assets to add or 

remove to best serve your affiliates and meet your business goals. 
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By default, any new product or subscription you create can be sold by your 

referral partners, so pay close attention to your default commissions. Offering 

75-100% commissions on a “top-of-funnel” e-book is fine, but not so fine 

when you have to pay that on your physical products, your live events or 

consulting. Confirm both your default commissions and adjust or create override 

commissions as needed.

Deleting or hiding old products almost gets you out of the woods. If you created 

any promotional resources such as banner ads for your affiliates, they are still 

alive and well and promotable. 

Rather than delete these resources, I recommend you create a new commission 

program called “inactive.” This will allow you to reference them when you create 

new promotional resources. It’s nice to be able to copy and paste descriptions 

and notes when you are creating similar resources rather than starting from 

scratch every time!

Clean Up Custom Fields

Like anything customized, custom fields can 

be a source of pride and productivity—or it 

can leave you scratching your head asking, 

“What WAS I thinking?” 

Just because you can make a custom field in 

your CRM doesn’t mean you should. 

If you find yourself running out of custom 

fields or, like old products and old commission 

programs, you just don’t need them anymore, 

get rid of them AFTER you export the data 

with the contact ID since you may have 
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multiple contacts with the same first or last name. Protect your contact data at all 

times!

Since at least 2004, I have resold a great book on sales on Amazon and tracked 

the sale information inside my CRM. I tracked everything from order date, 

quantity, shipping method and Amazon Order ID.

After many years I realized I had never once needed to access the order ID or 

the shipping method inside my CRM. Amazon had the order history so keeping 

it separately was a waste of screen real estate and it slowed down my assistant 

who did the fulfillment for me. I deleted those two fields about six months ago 

and never looked back. 

Connect with the “C” in CRM

Contacts are people; they have wants, needs, fears and desires. If you 

communicate with them in a consistent, relevant manner offering valuable 

insight into creative ways they can solve their pains or scratch their itch, they will 

buy from you. 

But business is harried and hectic 

today. We run out of time to get the 

monthly newsletter out so our 30-

day communication schedule turns 

into 60 days, then quarterly. Our 

travel schedule makes it impossible 

to call everyone back on time, and 

before we can reschedule, a new 

fire or a new opportunity presents 

itself, and that warm prospect 

falls off the radar. 

To fire things up again, do a 
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quick CRM search for “neglected” contacts. These are contacts that have not 

heard from you and/or have not had their contact record updated for a certain 

amount of time. Maybe that’s three days if you’re selling cars or three years if 

you’re selling real estate. Regardless of your timeframe, run regular searches for 

neglected prospects and reach out to them.

Maybe it’s an email blast or a voice broadcast that says “How are you? How can I 

help?” Maybe it’s a postcard or an “I apologize” letter with a coupon for a free oil 

change, a free appetizer or 10% off their next purchase if made in the next two 

weeks. And maybe, just maybe, it’s an actual phone call. 

Imagine the impact you’ll have when that person hears from you personally, 

and they know you thought enough of them to put forth the effort of sending a 

postcard or letter or took the time to reach out and say hello.

Logical Lead Scoring

The better CRMs on the 

market today enable you 

to track the activities your 

contacts take and assign a 

score for those interactions. 

This helps you focus on hot 

leads while giving the “tire-

kickers” time to continue their 

research on their own time. 

When getting started, most 

new users either hit this 

feature with gusto and create dozens of actions with their associated score, or 

they find themselves somewhat befuddled by how to use it and end up using 

defaults such as “Opened an email” or “Clicked a link” and then paying little 

attention to the details of this important feature. 
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Either way, spring is a great time to review your lead scoring criteria, and make 

sure it is helping you focus on the low-hanging fruit, which continues to move 

higher up the sales tree. Some criteria to consider include:

 

 •  Free Report Download (*in the last 7 days)

 •  Demo - Registrant

 •  Demo - Attendee

 •  Demo - No Show (**subtract points)

 •  Subscribe to Newsletter

 •  Unsubscribe from Newsletter (**subtract points)

*Make sure your CRM gives you the ability to set an expiration on lead scoring 

because “time kills all deals.” If you cannot follow-up with contacts quickly, you 

are handing them over to your competition.

**Also confirm your CRM lead scoring system can subtract points from contacts 

that are “cooling off.” If a prospect skips multiple demos and appointments or 

unsubscribes from your email list their “hotness” quickly cools off.
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Design Your Dashboard

Dashboards in your CRM 

are just as important as the 

dashboard in your car. Both 

ensure you are operating within 

safe and healthy parameters to 

help you reach your target.

A nice feature with leading 

CRMs is the ability to customize 

your dashboard. Sales managers 

will want to monitor team funnels, pipelines, and reports, while individual sales 

people will want to focus on tasks and appointments, opportunities and their 

forecasts. 

The main point here is to take notice of what you take notice of on your 

dashboard. It sounds funny, but look at your dashboard with fresh eyes and 

ask yourself if there are metrics you no longer need or have been ignoring. Are 

there reports you are referencing in another screen that could be placed on your 

dashboard?

There is no right or wrong way to observe your dashboard here, but if you 

reference something more than once or twice a day, it should probably be on your 

dashboard.
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Trash Tired Templates
 

From signatures to social media profiles, to landing 

and thank you pages, to multimedia and multistep 

nurture sequences, your CRM has one or all of these 

features to speed up your correspondence and 

contact connections.

Chances are good that in the last year your CRM 

has added new functionality in this area. Maybe you 

can now add another social media profile to your 

signature or there is a new social media share functionality to increase the virility of 

your messaging.

If your CRM has integrated web forms, review the email confirmations you are 

sending when prospects opt-in. Is it friendly? Does it include an upsell? A P.S.? Your 

correct contact information? A clear call to action?

What does the thank you page your prospects see after completing the web form 

look like? You are sending prospects to a customized thank you page with a one-time 

offer, more information about your company, links to your social media sites, and 

other small and large upsells, right? 

Are you utilizing the one-time email templates built into every CRM worth its salt? 

I tell my clients every day, “If you do something 2-3 times a day or 4-5 times a week, 

figure out how to automate it.”

These templates might include confirming appointments, summarizing your last 

conversation or meeting, and even confirming that you have a contact’s correct 

information. 

Templates are the greatest time-saving tool for individual users of CRMs, when they 

are actually used.
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Terminate the Tower of Tasks 

The good news about CRMs is how they can automate the creation of your tasks. 

The bad news about CRMs is how many tasks they can create automatically, and 

bury you under a never-ending stream of tasks! 

It’s no fun to come to work each day and see an ever-growing list of tasks marked 

as “due today” and “overdue.” While I’m not a big fan of sweeping things under the 

rug, sometimes you do need a fresh start. If your task list is a source of negativity 

for you, if you find yourself ignoring the list, if you find yourself not even logging 

in to your CRM because you don’t want to face that list, it may be time for drastic 

action: the DELETE button!

After 16 years in commission sales, I know what it’s like to be on the phone 

setting appointments, seeing clients, trying to see prospects, getting turned 

down, winning sales, scheduling support staff, fielding calls from less-than-happy 

clients and handling overbearing managers. 

We can’t do it all, and sometimes the best thing may be to look at all of your 

overdue tasks and mark anything more than 30 or 45 days overdue as DONE and 

then focus on catching up. Think of it as your computer just crashed, and you have 

to pick up the pieces and move forward.

If marking these overdue tasks as complete en masse is not an option, set aside 

some focused time to run through them and update them appropriately, with 

an emphasis on reassigning them to other team members including managers, 

assistants, support engineers and even other salespeople.

As you are doing this, look at your workflow to determine if there are other 

inefficiencies that are creating excessive, redundant or mundane tasks that can 

be eliminated or assigned to others from the beginning. 
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Conclusion

As the late, great Zig Ziglar used to say, “If you gotta eat a frog, there’s no use in 

staring at it!” The good news is that spring cleaning your CRM is not as bad as 

eating a frog; it just seems like it when you’re staring at everything that needs to 

be cleaned. There’s no best place to start, “But start, you must,” as the wise Yoda 

would say.

You may have to begin after work, come in early or even throw on your shorts 

and head into the office on a Saturday so you can focus without distractions and 

really get into a groove. Make sure to have a note pad or a white board—or both—

handy, because as you begin to knock the dust off of the old portions of your 

CRM, you’ll uncover areas that will need more attention. Make a note of those 

areas and stay the course.

“If you gotta eat a frog, 
there’s no use in staring at it!
 - Zig Ziglar
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