1 DAY SEMINAR CHECKLIST

Client:

Date of Event:


Client Contract

· Make sure airfare, sleeping room and car rental is booked and confirmation numbers inputted into schedule Darryl takes on road

· Make sure the following are in client folder:

· Signed contract with ALL information filled in (NO BLANKS)

· Client Customization Questionnaire

· Paid Final invoice for fee. Travel expenses too if we invoiced them in advance

· Order Product for Bobby to ship product to event (should be 10 sets of everything plus 1 REA Binder)

· Get Tracking information from Bobby

· Send photo, bio and introduction

· Check clients web site promoting event

· Make sure we have clients promotional materials

· Make sure client has handouts for them to reproduce

· Make sure client has room diagram – confirm with a phone call if there are any challenges with our request.

· Confirm number of agents Darryl will have in each seminar

· Email Training Directors from other Boards of Realtors to attend to see Darryl speak.  Also email Training Directors of large companies but not if Darryl is doing a seminar for their competitor.

· Call Speaking Bureau to attend to view Darryl

Client:

Date of Event:


Take on the road

· Confirm product has been received at the event location

· Handouts

· Cover (client may reproduce)

· Survey

· Order form

· Copy of speaking contract

· Airplane tickets and itinerary

· Directions to/from airport and hotel and all events

· Envelopes addressed with clients info for thank you notes for after event

· Client cell phone and home number, name of the person who is picking Darryl up and their cell phone.

· Lavaliere Mike

· Darryl’s Seminar Notes

· The flight information for the assistant

· 24 Darryl Davis Pens

· Bookmarks based on number reserved

· FedEx envelope to return business cards to office

· Extra Seminar Handout with Product Flyer Stuffed, if needed 

· Extra Product flyers not stuffed

· Extra copy of Intro

· Tracking Labels for items shipped

· Shipping labels for returning items

· Overhead markers (only our events)

· Room Diagram

· Music Stand (only for driving events)

· Product – 10 Set – check order form sent. In addition, one REA Binder
Post Event

· Process credit cards and checks

· Tag those who will be in REA

· Email Bobby who and what needs to be shipped

· Call payment problems

· Send a thank you email to client; also ask for a testimonial

· Invoice expenses

1. Have the product table in the back towards the right of the room (the right facing the back from the stage.

2. Use 2 8-foots for product

3. Collect business cards (take out business card and write on the back if you want more info on Power or something)

4. Try collecting business cards by raffling off Survival & OHV so that way agents get excited that they want the product (this means I need to pack 2 extra programs)

5. Make sure audio brochures are packed for bonus in buying tapes

Make sure Double Income Video has Power Brochure in it
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