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1. What Is a Sequence?
A Sequence in Apollo is an automated multi-step outreach campaign. Each contact you enroll moves through a pre-built series of touchpoints: emails, phone call reminders, and LinkedIn actions. Apollo sends emails automatically on the scheduled days and surfaces call and LinkedIn tasks in your task queue so you complete them manually.

Sequences replace ad-hoc outreach. They ensure every prospect receives consistent follow-up at the right intervals, under the right sender identity, without you having to remember who to call or when.

1.1 How Sequences Work
1. Contacts move through steps one at a time, on scheduled days (Day 1, Day 3, Day 7, etc.)
1. Email steps send automatically when the scheduled window opens
1. Call and LinkedIn steps appear in your Tasks queue for manual action
1. If a contact replies at any step, Apollo automatically pauses or stops their sequence (depending on your settings)
1. A contact can only be enrolled in one active sequence at a time

1.2 Step Types
	Step Type
	What Happens
	Rep Action Required

	Automatic Email
	Apollo sends email on scheduled day within your sending window
	None. Confirm email copy is set before enrollment.

	Manual Email
	Apollo queues a draft email for your review before sending
	Review and send from your Tasks queue.

	Phone Call
	Apollo surfaces a call task on the scheduled day
	Make the call. Log outcome in Apollo (Connected / Left VM / No Answer).

	LinkedIn Task
	Apollo queues a LinkedIn action (connection request, message, or view)
	Complete the action on LinkedIn, then mark done in Apollo.





2. Frontier SCS Sequences
2.1 Sequence Structure (US Outreach Sequences)
All US-facing sequences follow a 7-touch, multi-channel structure spread across approximately 21 days:

	Step
	Day
	Action
	Description

	1
	Day 1
	Automatic Email
	Initial outreach email. Introduces the service line and poses a single compliance or operational question.

	2
	Day 3
	Phone Call
	First call attempt. Reference the email in your voicemail if no answer. Log outcome.

	3
	Day 5
	Automatic Email
	Value email. References a relevant asset (tariff classification risk deck, CBSA audit guide, etc.).

	4
	Day 7
	LinkedIn
	Connect request or profile view on LinkedIn. No sales pitch. Keep it professional.

	5
	Day 10
	Phone Call
	Second call attempt. If connected, reference the email thread. Keep it to two minutes.

	6
	Day 14
	Automatic Email
	Third email. Social proof or client-outcome framing. Soft ask for a 15-minute call.

	7
	Day 21
	Automatic Email
	Email. Low-pressure. Leaves the door open for future contact.





3. Before You Enroll Anyone
Sloppy enrollment is the single biggest source of wasted outreach and deliverability damage. Complete all of these checks before adding contacts to any sequence.

3.1 Contact Quality Checklist
	CHECK
	Run through every item below before enrolling a single contact.



1. Confirm the contact has a verified or likely-valid work email. Apollo marks email confidence as Verified, Likely, or Risky. Do not enroll Risky emails into automatic email sequences.
1. Confirm the company fits your territory and ICP. Ben owns Chicago/Itasca. Chris owns Milwaukee. Billy owns Manitoba/Saskatchewan field accounts. Phil owns US inside accounts. Do not enroll contacts outside your territory.
1. Confirm the company type. We do not prospect freight brokers, logistics companies, or other customs brokers. Filter your Apollo lists before enrolling.
1. Check for existing activity. Search the contact in Apollo before enrolling. If they have been contacted in the last 90 days by anyone at Frontier, do not re-enroll without checking with the rep who owns that relationship.
1. Confirm the correct sequence for the service line. Match the service the contact is most likely to need against the sequence list in Section 2.

3.2 Sending Window Settings
Your Apollo account should be configured to send emails only during business hours in the prospect's time zone. Verify this is set correctly under Settings > Mailboxes before your first send.

1. Send window: Monday to Friday, 8:00 AM to 5:00 PM (prospect local time)
1. Daily send limit: Do not exceed 100 emails per mailbox per day
1. Throttle new sequences: When launching a new sequence or large batch, start with no more than 25 enrollments per day for the first week to protect deliverability

	IMPORTANT: Do not enroll 200 contacts at once on Day 1. Bulk enrollment spikes bounce rates and can trigger spam filters for the entire domain. Ramp up gradually.





4. How to Enroll Contacts in a Sequence
4.1 Enrolling from a People List (Most Common)
This is the standard method for adding contacts from a prospect list you have built or filtered in Apollo.

1. Go to Search > People in the left navigation bar.
1. Apply your filters: Job Title, Industry, Company Size, Location. Confirm exclusion filters are active (no freight, logistics, or brokerage company types).
1. Review the results. Scan the first two pages before selecting. Look for obviously bad fits and remove them.
1. Select contacts using the checkboxes. You can select all on the page (up to 25 at a time for controlled enrollment) or select individually.
1. Click Add to Sequence in the top action bar.
1. A dialog will appear. Select the correct sequence from the dropdown. Double-check the sequence name matches your territory and service line.
1. Confirm the sender email address shown matches your mailbox. If it shows someone else's address, stop and contact Marketing.
1. Click Confirm. Contacts are now enrolled and will begin receiving outreach on the sequence schedule.

4.2 Enrolling a Single Contact from Their Profile
Use this method when you have had a conversation, found a strong individual prospect, or are adding someone referred to you.

1. Open the contact's profile in Apollo.
1. Click the Sequence button in the right-hand panel.
1. Select Add to Sequence.
1. Choose the correct sequence and confirm your sender mailbox.
1. Click Add. The contact is enrolled and will begin at Step 1.

4.3 Enrolling from a Saved List
If Marketing has built and shared a qualified prospect list with you in Apollo, enroll directly from that list.

1. Go to Lists in the left navigation bar and open the list Marketing shared with you.
1. Review and verify the list before enrolling (spot-check job titles, companies, email quality).
1. Select contacts in batches of 25 to 50 and follow the same steps as Section 4.1 from Step 4 onward.
1. Note your enrollment progress. Apollo does not always show a clear batch history, so keep a personal note of how many you have added and when.



5. Managing Active Sequences
5.1 Where to See Who Is Enrolled
1. Click Sequences in the left navigation bar.
1. Open the sequence you want to review.
1. Click the Contacts tab. You will see every contact enrolled, their current step, and their status.

Status definitions:
1. Active: Contact is moving through the sequence normally.
1. Paused: Contact has been manually paused or replied to an email (depending on your settings). No further steps will send until resumed.
1. Finished: Contact has completed all steps with no reply.
1. Bounced: Email bounced. Remove the contact from future sequences and flag the domain if it is a pattern.
1. Replied: Contact replied to an email. The sequence is paused. This is the outcome we want. Follow up manually.
1. Opted Out: Contact unsubscribed. Do not contact again by email. Mark in Apollo and update your CRM notes.

5.2 Pausing a Contact
Pause a contact if: you are in live conversation with them, you have been asked to hold off, or there is a conflict you need to resolve before next steps.

1. Open the sequence and go to the Contacts tab.
1. Find the contact and click the three-dot menu to the right of their name.
1. Click Pause. The contact's sequence will stop and will not resume until you manually unpause.
1. Log a note in the contact's profile explaining why you paused and what the next step is.

5.3 Resuming a Paused Contact
1. Open the sequence, go to Contacts, find the paused contact.
1. Click the three-dot menu and select Resume.
1. The contact will pick up from the next unexecuted step in the sequence.

5.4 Removing a Contact from a Sequence
Remove a contact if: they are a wrong fit, they have asked to be removed, they have been disqualified, or you are moving them to a different sequence.

1. Open the sequence, go to Contacts, find the contact.
1. Click the three-dot menu and select Remove from Sequence.
1. Confirm removal. This does not delete the contact from Apollo, it only removes them from this sequence.
1. If moving them to a different sequence, wait 24 hours before re-enrolling to avoid sending overlap.

	IMPORTANT: Never remove a contact from a sequence and immediately re-enroll them in the same sequence. This creates duplicate outreach, confuses the prospect, and looks unprofessional.


6. Completing Your Daily Tasks
Phone call and LinkedIn steps do not happen automatically. They appear in your Apollo task queue and must be completed by you. Check your task queue every morning before doing anything else.

6.1 Accessing Your Task Queue
1. Click Tasks in the left navigation bar.
1. Filter by task type if needed: Calls, Emails, LinkedIn.
1. Work through tasks in priority order: calls first, then LinkedIn, then manual emails.

6.2 Logging Call Outcomes
Every call must be logged. No exceptions. Unlogged calls cannot be tracked, reported on, or used by Marketing to improve sequencing.

1. Connected / Positive: Contact engaged. Log notes. Move to Opportunity stage if applicable. Pause or finish the sequence.
1. Connected / Not Interested: Log the reason. Mark as Disqualified in Apollo. Remove from sequence.
1. Left Voicemail: Log 'VM Left'. Apollo will continue to the next step automatically.
1. No Answer: Log 'No Answer'. Continue sequence.
1. Wrong Number: Log and remove from sequence. Flag email as likely invalid if the company info looks wrong.

6.3 LinkedIn Task Completion
Apollo cannot verify whether you actually completed a LinkedIn action. It trusts you to mark tasks done accurately.

1. Connection Requests: Send a brief, non-salesy note. Example: 'Hi [Name], I work with cross-border importers in the [City] area. Thought it was worth connecting.'
1. LinkedIn Messages: Use the message template provided in the sequence, but personalize the first line with something specific to the contact or their company.
1. Profile Views: Visit the profile. Mark the task complete. Some prospects will notice and visit yours.

	IMPORTANT: Do not mark LinkedIn tasks complete without actually doing them. It corrupts your sequence analytics and defeats the purpose of the multi-channel approach.





7. When a Contact Replies
A reply is the goal. Everything in the sequence is designed to get a response. When it happens, handle it immediately.

7.1 Positive Reply (Interested / Wants Info / Wants a Call)
1. Apollo will automatically pause the sequence. Confirm this in the Contacts tab.
1. Reply to the email within 2 business hours. Do not let it sit.
1. If they want a call, book it immediately. Send a calendar link or suggest two to three specific times.
1. Update the contact's stage in Apollo (e.g., move to Meeting Scheduled or Opportunity).
1. Log notes on the conversation, what they are interested in, and what the next step is.
1. Notify your manager that you have a warm contact so they can support if needed.

7.2 Neutral Reply (Not Right Time / Try Me Later)
1. Reply professionally and thank them for responding.
1. Ask for a timeframe: 'When would be a better time to reconnect? Q3? After summer?'
1. Set a follow-up task in Apollo for the date they suggest.
1. Do not re-enroll in a sequence immediately. Wait for the time they specified.

7.3 Negative Reply (Not Interested / Wrong Contact / Unsubscribe)
1. Reply once with a brief, professional acknowledgment. Do not argue or push back.
1. If they unsubscribed or said stop, mark them as Opted Out in Apollo immediately. This is a legal requirement.
1. If they are the wrong contact, ask who handles customs/trade/logistics and update the contact record.
1. Remove or finish the sequence for this contact.

7.4 Out-of-Office Reply
Apollo may auto-detect OOO replies and pause the sequence. If it does not:
1. Manually pause the contact.
1. Check the OOO for a return date and set a reminder to resume on that date.
1. Resume the sequence when they are back, not before.



8. Monitoring Sequence Performance
You are responsible for knowing how your sequences are performing. Check your sequence analytics weekly, every Monday morning.

8.1 Where to Find Analytics
1. Click Sequences in the left navigation.
1. Open the sequence you want to review.
1. Click the Analytics or Overview tab to see aggregate metrics.
1. Click on individual steps to see step-level open and reply rates.

8.2 Key Metrics to Watch
	Metric
	Healthy Benchmark
	If Below Benchmark

	Open Rate
	35% or higher
	Subject line may be weak. Flag to Marketing for review.

	Reply Rate
	3% to 8%
	Check copy quality, contact list fit, and sending window. Flag to Marketing.

	Bounce Rate
	Under 3%
	Stop the sequence. List quality is poor. Notify Marketing immediately.

	Opt-Out Rate
	Under 1%
	Copy may be too aggressive. Discuss with your manager and Marketing.

	Task Completion
	100% of call/LinkedIn tasks
	Incomplete tasks break the multi-channel impact. Complete all tasks daily.



	IMPORTANT: A bounce rate above 3% is a deliverability emergency. Stop enrollment immediately and contact Marketing. High bounce rates damage the sending domain and can get Frontier blacklisted.





9. Rules and Prohibitions
The following rules are non-negotiable. Violations affect the entire team's deliverability, reputation, and compliance posture.

9.1 You Must Never
1. Modify sequence steps, email copy, or timing without Marketing approval
1. Enroll a contact who has previously opted out of Frontier communications
1. Enroll a contact in multiple active sequences at the same time
1. Manually send emails from your inbox that duplicate sequence emails already scheduled
1. Enroll freight brokers, logistics companies, or customs brokers as prospects
1. Exceed 100 emails per mailbox per day
1. Mark call or LinkedIn tasks as complete without actually completing them
1. Share Apollo login credentials with anyone

9.2 You Must Always
1. Log every call outcome, even if it is a no answer
1. Check your task queue every morning before making outbound calls
1. Pause a sequence the moment you enter live conversation with a prospect
1. Process opt-out requests same day. This is a legal obligation.
1. Test a new sequence on yourself before enrolling real prospects
1. Report any technical issues (bounces, send failures, wrong sender) to Marketing immediately

9.3 Exclusion Filters (Always Active)
Every Apollo People search must have these filters applied before enrollment. Marketing will periodically audit prospect lists to confirm compliance.

1. Industry exclusions: Freight and Logistics, Customs Brokerage, 3PL/Third Party Logistics
1. Company exclusion: Any company that already has a Frontier SCS account in the CRM
1. Contact exclusion: Any contact marked Opted Out, Disqualified, or Do Not Contact in Apollo
1. Geography: Only enroll contacts within your assigned territory



10. Quick Reference
10.1 Daily Routine
	Time
	Action

	Morning
	Check task queue. Complete all call and LinkedIn tasks from overnight sequence steps before making any new outbound calls.

	Mid-Morning
	Respond to any email replies that came in overnight or early morning. Target 2-hour response time.

	Afternoon
	[bookmark: _GoBack]Enroll new contacts for the day (batches of 25 to 50 max). Review any bounce or opt-out notifications.

	End of Day
	Log any outstanding call notes. Check the Contacts tab of active sequences for any issues.

	Monday
	Pull sequence analytics. Review open rate, reply rate, and bounce rate for each active sequence. Flag anything off-benchmark to Marketing.



10.2 Contact Status Decision Tree
Use this to quickly determine what to do when a contact's status changes.

	REPLIED
	Pause sequence. Respond within 2 hours. Update stage in Apollo. Log notes.



	BOUNCED
	Remove from sequence. Flag domain to Marketing if multiple bounces from same company.



	OPT-OUT
	Mark Opted Out in Apollo immediately. Do not contact again. Same-day action required.



	FINISHED
	Contact completed all steps with no reply. Add to re-engagement list for Marketing review in 90 days.



	PAUSED
	Check why. Resume or remove based on your last interaction notes.



10.3 Who to Contact
	Issue
	Contact
	How

	Sequence copy changes, new sequences, prospect list issues
	AJ (Marketing)
	Slack or email

	Apollo technical issues, account access, billing
	AJ (Marketing)
	Slack or email

	Compliance question on a specific prospect or industry
	Lisa (Director, US Customs)
	Direct message

	Escalated prospect or opportunity handoff
	Mike (CEO)
	Direct conversation




Questions or corrections? Contact Marketing before making any changes to sequences or settings.
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