WEEK 1

DAILY

· Check Individual Performance Tracker

· Check Cluster & Personal History Report

· Update personal goal board

· Update Future Director tracking

OFFICE

· Update Pampered Partner, download product list

· Update personal website

· Send monthly customer email

· Finalize Sales Meeting agenda

· Put together 8 show packets for two months out

· Close shows and send thank you letters

PHONE

· Regular 1st line coaching call appointments

· Show Coach

· Recruit Leads

· Customer Care Calls

OUTSIDE OFFICE

· Cooking Shows

· Purchase office supplies & postage

MEETINGS

WEEK 2

DAILY

· Check Individual Performance Tracker

· Check Cluster & Personal History Report

· Update personal goal board

· Update Future Director tracking

OFFICE

· Make sure all hosts for next month have their show packets & prep reminder mailings

· Prepare recognition

· Stats to hospitality Directors

· Send Recognition News

· Close shows and send thank you letters

PHONE

· RSVP calls

· Show Coach

· Recruit Leads

· Customer Care Calls

OUTSIDE OFFICE

· Cooking Shows

· Mail long distance recognition awards

MEETINGS

· Sales Meeting

WEEK 3

DAILY

· Check Individual Performance Tracker

· Check Cluster & Personal History Report

· Update personal goal board

· Update Future Director tracking

OFFICE

· Place supply order, sample orders, kit enhancement, and recognition awards

· Close shows and send thank you letters

PHONE

· Consultants with less than $200 within the previous 2 months

· Regular 1st line coaching call appointments

· Show Coach

· Recruit Leads

· Customer Care Calls

OUTSIDE OFFICE

· Cooking Shows

· Mail thank you notes to meeting helpers

MEETINGS

WEEK 4
DAILY

· Check Individual Performance Tracker

· Check Cluster & Personal History Report

· Update personal goal board

· Update Future Director tracking

OFFICE

· Read and highlight the KCN 

· Calculate expenses from last month and file

· Prep customer email for next month

· Mail birthday cards to consultants and order gifts for Directors for next month

· Close shows and send thank you letters

PHONE

· Take a tele talk class 

· Show Coach

· RSVP calls

· Recruit Leads

· Customer Care Calls

MEETINGS

· New Consultant Training Meeting

