Seminar Assistant Checklist
Seminar Date: _____________________
Seminar Type: _____________________ 				     Person Assisting: _____________________
# Registration Slips: ___________ 				          # Registration Slips Given to FD: ___________
Before Seminar
· Prepare all seminar packets
· Prepare all registration slips
· Prepare appointment stickers
· Get the seminar room ready
During the Seminar
· Hand out seminar packet to each attendee
· Make sure all attendees fill out registration slip
· Fill out the Seminar Attendee by Referral Source From and note all who scheduled
· Highlight (Green – Show/ Blue – No-show) Telephone Registration
· Double check that you have registration slips for all attendees
· Explain symptom assessment to each attendee
· Visit with each attendee after seminar to make sure they all sign up
After Seminar
· Enter all attendees into Club Reduce
· Write names of people who pay on daily patient schedule
· Send thank you notes all attendees who did not schedule and extend $25 evaluation offer
· Send No-show Postcard to all seminar no-shows
· Transfer PPLs for all seminar attendees from Marketing PPL Book to Sales Follow Up Book
Metrics
# Scheduled ______ ÷  # Confirmed ______ =  % Confirmed ______
# Confirmed ______ ÷  # Showed ______ =  % Showed ______
# Guests showed ______   Total # attendees ______
# Filled out registration slips ______ ÷ # Attendees ______ = % Registration slips received ______
# Signed up for one-on-one evaluations ______ ÷ # Attendees ______ = % Signed up ______
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