CLIENT EVENT GENERAL OVERVIEW PROCEDURE OUTLINE

The following is a list of steps that one should take to create a successful event.

1. What type of event are you holding?
a. Client Education Event

b. Client Appreciation Event

c. Product Seminar

d. Private Seminar

e. Public Seminar


2. Budget – How much are you willing to invest in this event?


3. Location – Choose venue

a. Keep in mind what type of event you are holding. 

b. Be aware of other events that are being held at the same location, i.e. weddings, graduations, other seminars, etc.

c. Make sure you have adequate parking.


4. Choose date, time and length of event.
a. Be aware of other events happening that day, i.e. football game, parades, etc.

b. Be mindful of traffic patterns.


5. Event details. The details depend on what kind of event you will be holding.


a. What are your catering needs?

b. Will you have entertainment?

c. Do you need decorations?

d. Are you planned for events, such as a raffle?

e. Do you need guest speakers?

f. Will you be able to meet with prospects within two weeks following the event?


6. Develop and Mail Invitation.


a. This can be done internally or professionally by a graphic designer and printer.

b. Send invitation to compliance for approval.

c. Send out invitation approximately two to four weeks before event.

d. Call all clients you would most like to bring a friend.

e. Call and invite your networking partners. 


7. Follow-up on Invitations


a. Keep a log of RSVP’s

b. Call any people you send invitations to that you haven’t heard from yet.

c. Call the A & B clients that you want to bring friends.

d. Have a flier to give out to people who visit the office.

8. At Event


a. Bring 1 to 2 assistants or helpers.

b. Greet guests

c. Provide them with raffle tickets if holding one.

d. Welcome and Intro

i. Here you will thank your clients and review your services that you offer. This will give you a chance to connect with the entire audience. You should also let them know that you are accepting new business and need their referrals. Use this time to review your services or what makes you different and special. 

ii. Introduce your professional team.

iii. Announce that you are expanding and looking for 15-20 new families to work with this year. Ask your audience for help in finding these new people.

e. Enjoy the event!

f.    Thank you remarks.

i. This is where you wind down the event and thank everyone for attending.

ii. Hold the raffle if you are having one. This is a nice way to end the event.


9. Send out Thank you Letters


a. Within 1 to 2 weeks after the event, send thank you letters to all attendees, letting them know how much you appreciate them and ask for referrals again.
10. Bring up the event at your client’s next review!

 CLIENT EVENT PLANNING TIMELINE



2 months prior to the event
· Determine your budget – Decide on a reasonable range of funds to spend on the event.

· Choose a date and time – Make sure to choose your date wisely. Be careful of competing events (i.e. big football games, town fair, World Series, etc.) Choose a time that is convenient for your clients. 

· Find a location – Choose a location that is convenient, offers easy parking and will be enjoyable for your clients and guests. 

· Create a client list of who you are inviting. Determine which clients can bring guests.

· Develop your invitation to clients. Send this invite to compliance for approval.

· Develop any other materials that must go to compliance to ensure approvals.
· Identify guest speakers (if you are using one).

· Draft a “Save the Date” card for clients.
· Prepare lists for RSVP information.


8-10 weeks prior to the event

· Send “Save the Date” card to clients.

· Print a client announcement to hand out at any A&B client reviews.

6-8 Weeks Prior to the event

· Print invitations.

· Continue working on party specifics.
· Hold a meeting to make sure event details are all scheduled or on track.

4-5 Weeks Prior to the event

· Mail invitations to clients and guests.

· Collect RSVP information.


2-3 Weeks Prior to the event

· Start calling important A&B clients that have not responded for RSVPs.

· Review outstanding items for event.

· Purchase any raffle or door prize items if you are holding a raffle.

1 Week Prior – Week of Event

· Confirm RSVPs.

· Review.

· Rehearse all important presentations or announcements.

· Create your event timeline.

· Check your attendee numbers and coordinate with facility.

· Check any A/V or computer or other equipment you will use.

1 Day Before

· Relax!

· Review details.

Day of Event

(


After Event
· Call and follow-up with all client guests.

· Send Thank You notes or cards. 
· Within 2 – 3 weeks after the event, send a nice thank you letter to all attendees letting them know how much you appreciate them and ask for referrals. 

   Extra Credit -- We mention the event to everyone as they come in for their next appointment.
CLIENT APPRECIATION EVENT PROCEDURE OUTLINE: PARTY
There are eight simple steps that one needs to take in planning an event. They are the following:
1. Choose date

MOST IMPORTANT!!!

2. Choose venue and call to rent it for your event

When choosing a location, be cognizant of other major events that are happening, i.e. football games, parades, etc. Also be aware of the proximity and accessibility of the attendees.

3. Create and send out invitation to all clients

Make your invitation’s design in keeping with the event.   


4. Greet guests

Greet all of your guests. You can give each guest a raffle ticket or two, if you are holding a raffle, so that they can participate in the raffle. 

5. Welcome and Intro

Prior to the event, Tom delivers a 15-minute introductory talk. At this talk Tom thanks his clients and reviews the services he offers and connects with the entire audience about what makes him different and why they should continue to use our services. We also let them know that we are accepting new business and need their help to send us referrals for the upcoming year. We then introduce the staff and invite them to sit back and watch the movie.

6. Enjoy your guests and event!

7. Thank you remarks and raffle (if used)

50% of the time, we hold a raffle. We raffle off some fun gifts and prizes. This is just a nice way to end the event. 

8.  8.  Send out Thank You letters

Within 2 – 3 weeks after the event, send a nice thank you letter to all attendees letting them  
know how much you appreciate them and ask for referrals. 


Extra Credit -- We mention the event to everyone as they come in for their next appointment.
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