Seminar Presenter/ Program Closer Checklist
· Headspace / sales training during commute
· Catch employees doing good & write a note to be read at staff meeting
· Check that confirmation calls have been made by FD 
	 Evaluations Today

	Patient Name
	If lead did not attend seminar, registered for One-on-One Evaluation
	Purchased Program
Y/N
	Name of Program
	If Purchased, lead sheet given to AC?
Y/N
	Did not purchase, F/U Date in Tickler

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Total # Scheduled Evaluations Today		÷   # Showed	      = % Appointments Kept 
# Programs sold		÷   # 1 – 1 Evaluations	      =  Conversion %
	No-show One-on-One Evaluations Today

	Patient Name
	Result of Follow Up Call
	Rescheduled? If yes, insert date
	Date to Follow Up

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total # No-show evaluations today 		         
	Tickler Lead Follow Up

	# People on today’s Tickler for FU
	
	÷
	# Contacted by End of Day
	
	=
	% Contacted today
	

	# Evaluations booked by calling leads
	
	           Time Spent Calling Today
	
	

	
Seminar Today:  Yes  / No  (circle one)
	

	# Scheduled One-on-One 
	
	÷
	# Attended
	
	=
	% Scheduled
	
	

	Reason why stats may have gone up or down today:
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