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Instructions for Temps at Dr. Jim White Presentations

Rules in general:
• Temps must be well groomed and well spoken.

• There are to be no beverages or food on the sales table or consumed while working.

• The only time a chair should be used behind the sales table is when there are no customers at the table.

• You will need to bring with you 5 pens, 2 highlighters, a stapler and a calculator depending on the number of attendees.

• We accept cash, personal or business checks and credit cards.

• The customary program sequence is that Mr. White will speak from one to three hours. The product is to be set up before clients arrive in the area where the sales table is, usually 60-90 minutes before he/she speaks. If it is a one hour presentation, the product will be sold sporadically just prior to him/her speaking, occasionally during the presentation but mostly immediately following the presentation. At the intermission and/or at the end of the presentation, attendees will come to the back of the room to purchase books, audio tapes and CDs. If it is a three hour presentation, there will be a break after an hour during which product will be sold. It will also be sold following the presentation.

• No items are to be sold individually. Everything is included in a package, at a single package price. No exceptions.

Procedures on setting up product for sale (books, tapes, CDs, etc.)

Locate the room in which Mr. White is speaking. The name of the hiring organization will be on the venue marquee.

1. Mr. White will meet you outside the room. If he/she isn't there go to the nearest house phone and call his/her room to let him/her know you are there.

2. If the product is not at the meeting room, contact the person in charge on site to find the product. If you cannot locate the person in charge, Mr. White will help look for the product.

3. Locate the box that is marked Order Forms. Open the box and place 1 order form on each chair. This will facilitate sales as well as provide ordering information for those who want to order at a later date.

4. The organization will be providing 2-4 draped tables for product sales, depending on the number of attendees. The best location for product tables is usually immediately outside the meeting room.

5. Displaying product: You should display about 10 of each item on the tables and the rest can stay in the boxes and be stored under the tables. Presentation is very important, so please be creative with the display.

6. The products are generally sold as a set. Items are NOT to be sold individually. Do not sell books or CD sets individually. Inform the interested buyers that they can purchase any item individually from our website at a later date. The site is www.jlwhiteinternational.com

7. Sprinkle the goal cards and the rubber bands (if any in the boxes) around the table like confetti.

8. Packed in the box with the product, you will find  bags at most events. If time permits, prepack the  bags during the presentation. Check to make sure the certificate is included if it is part of the package.

9. If permitted, one goal card and one flyer should be placed on each chair before Mr. White’s presentation. You should have copies of the product sheet listing the products available today.  They should be sold as a set, not individually. The price for the product is listed on the sheet.

10. Once the table is set and some bags are packed, you will have to fill out a good number of the credit card slips with the date and the price of the set. In the “description” section, write “Educational Materials.” This will help with speeding up the sales if there is a rush to the table.

11. If a banner(s) is with product, set it up; one on each side of the tables if there are two.

12. Place one bag of product (one complete set) on the stage where Mr. White will be speaking as he will hold each item up and describe it to the audience.

13. Get $100 in cash from [Name]. You will need to have starter cash ($1s, $5s, $10s, etc.) This will be to used for change for those customers paying cash. Return the remaining cash and any cash sales to [Name]. The cash balance will be accounted for at the office of [Name] upon his/her return.

How to process the sale & complete the order form
• Ask for a business card from each buyer. Staple it to the order form. If he/she does not have one, they must fill out the order form.

• Address & Phone number: Please be sure to get the address & phone number from all customers. We must have this for verification and future customer service needs.

• Item purchased: Circle the package description on the order form and note the quantity purchased. Even if they are purchasing the product with cash, you must fill out the description of the item. Quantity: In the designated space, please enter the quantity of each item purchased

• Fill in the total dollar amount of each item purchased and the subtotal on the designated lines.

Sales Tax

At every event, there will be order forms. The package price is on those forms. If the event is being held in California, you will note that the tax is on the order form, along with the total price. If the event is being held in any other state other than California, no sales tax is to be charged.
Payment

• by Cash... again, please be sure to fill out order form.

• by Check... make checks payable to “[payable name].”

• by Credit Card…please be sure to write down the credit card number, and expiration date very legibly. We accept all credit cards except Diner’s Club.

Shipping

Most buyers will want to take their purchases with them.

• Some buyers prefer to have their product shipped to them. In this case, they must be charged a shipping fee which ranges from $10-$25 in the U.S. and more internationally. Items can be shipped/mailed to their business or personal address. Mark the box that says, “SHIP.”

• If we run out of product, take the order and we will ship it at no cost. If that is the case, no shipping is charged to the buyer. Fill in amount if any paid for shipping & mark box that says “SHIP.”

Highlight the item(s) that needs to be shipped.

If nothing is marked to ship, we will assume the order was picked up at the event.

Procedures on packing up product

1. After product sales are finished, you will need to give all the cash and order forms with the checks and credit card slips attached to them to [Name].

2. Box up any left over product and make sure the boxes are taped securely for shipping purposes. [Name] will take them to the appropriate place for shipping.

3. Immediately following the event call [assistant] at [phone] at this time to him/her know how many boxes were released to [Name], so we know how many need to be picked up to be shipped back to [Name]’s office.

4. Keep the UPS labels that are included with the shipment as you may need them to ship product back. After you have packed any left over product, place the UPS label on the box and take to the business center (if no business center contact shipping and receiving on a house phone) with instructions to have UPS pick them up to send back to [Name]’s office.

5. Keep some of the boxes in case you need to ship unsold product back to our office.

Thank you for your attention to detail!

For more information, please contact [assistant]

[phone]
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