Customer Appreciation Planning Checklist


1.
Pre-Meeting Activities

· Greeters – Meet people as they arrive.

· Registration Table – Sign in for all guests.

· “Pampering Stations” / products will be: (See WOW Tip for ideas)

       A) _______________   _________________

       B) _______________   _________________

       C) _______________   _________________

NOTE: There are several ways you might handle a hand massage pampering experience based on the type of meeting and space available—

      –  A “pampering station” in the room. 
· Designate several Consultants to offer a hand massage to guests as they arrive.
–   Set aside a time for Consultants to share hand massages with guests and/or each other. (Good for “blended” meetings.) 

· Other: _____________________________________________________

· Other: _____________________________________________________

· Other: _____________________________________________________

· Other: _____________________________________________________

2.
Set Up / Supplies
· Tables Needed for:

· Registration 

· Pampering Stations

· Product collections 

· Kit 

· Boom Box and CD’s (Upbeat, high-energy music to play when doors open.)

· Guest Registration Lists and pens

· Drawing Tickets 

· On-Time Drawing Bucket

· On-Time Drawing gift 

· Nametags 

·  “Pampering Station” Guides (To move guests to stations) 
· Kit
· Product Collections

· Gifts wrapped for top 5 Hosts in attendance

·  “Dream Box Drawing” tickets and gift (optional)

· Mini Body Butters for Consultants first 10 guests

· Flip Chart and easel and/or handouts prepared to support the meeting presentation (optional)

· Other: _____________________________________________________

· Other: _____________________________________________________

· Other: _____________________________________________________

· Other: _____________________________________________________

3.
Meeting Review / Assignments

· Welcome and Introductions 

· 30-Second Commercial

· Learning about The Body Shop at Home

1. What’s our story?

2. What do we believe?

3. What do we sell? 

4. What is our passion?

5. What do Consultants and Leaders do?

6. What do we offer you?

7. How do you make an income?

8. What’s so unusual about The Body Shop at Home?
· Close and Sign Up
1. Leader Testimonial: “How The Body Shop at Home changed my life.”

2. How do you get started?

3. How can you apply?

· Dismiss the Meeting

Other Notes: __________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________


4.
Leader Materials:
Each Leader should bring:

· Calendar / Appointment Book

· Host Coaching materials

· Applications (to pass out as directed at the end of the meeting)

· Business Cards

· Guest Materials (Catalog / recruiting info for each Team guest)

· Welcome Brochures (for those who sign up)

· ___________________________________________________________

· ___________________________________________________________

· ___________________________________________________________

· ___________________________________________________________

· ___________________________________________________________

· ___________________________________________________________
NOTE to Designer: This checklist needs a left column for the text below, and a column to the right labeled “Person Responsible.” (Add lines that coordinate with points in left column for adding names.)








Note to Designer: The “Leader Materials” will not need a second column.
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