New Consultant Checklist

· Access Consultant Services (CS) Website (www.norwexcs.com) as directed by Head Office.  Head Office will provide a password which can be changed to something more memorable through the Profile tab on the CS site.  Routinely visit the Home Page for the Latest News Updates from Head Office.

· Review package provided by Head Office  (ie. Consultant Manual, the Norwex Handbook and Training DVD).  The DVD is an ideal training tool and excellent for silent book parties (extra copies are available for purchase through Head Office).

· In addition to the Head Office CS Website, our Team has access to the Team Support Network (TSN) Website which offers marketing ideas and support tools for your new business.  Visit the TSN at http://www.norwextsn.com    Contact me to obtain the username and password for the Norwex TSN site.
· Download the Product Knowledge Audio from the TSN (or listen online) from Files/Audio/.  This audio will walk you through the catalogue page by page providing product knowledge and valuable presentation tips. 

· Inquire about a Direct Selling License – varies by area.

· Start booking parties with friends and family (two weeks in advance).

· Ordering product from Head Office is done through the Consultant Services Website(www.norwexcs.com). The CS Website has an online tutorial to walk you through each stage of the ordering process.  Orders can also be faxed or mailed to Head Office.

· Use as many of the products as possible prior to your first presentation.

· Purchase a stamp and/or print labels with your name, contact numbers and email address to save time.  Label catalogues, price lists and consumable products. 

· Purchase a calendar or date book.

· Have pens and approximately a $20 float for placing orders.

· In addition to products, prepare your presentation kit with the following information: 

· Catalogues

· Order Forms

· Monthly Customer and Hostess Specials

· Popular Products Brochure (great handout with each order)

· 3 Hostess Packages

· 3 Recruiting Packages

· You can also add various support materials such as: 

· Mattress Cleaner marketing sheet with Dust Mite 
picture 

· Lund Hospital Study

· Weekly Sales Reports:  It is the responsibility of each consultant to report their upcoming bookings for the next four weeks to their Team Leader.  These reports are due on Mondays.

· Take part in meetings, conference calls and training offered by Head Office.

· Establish an area for storing hostess and customer receipts, which should be kept for a minimum of 2 years. File the receipts behind the Hostess Form with the initial of her last name on the top right hand corner. This will help to locate receipts easily if required.

· Establish file folders to maintain receipts for income tax.  An example of some file types are:  Income, Office (i.e. postage, stationary etc.), Household (i.e. heat, water, internet etc.) , Vehicle (i.e. gas & maintenance), Entertainment, Give-a-ways/Advertising, Cleaning. 

· Through training with your leader, ensure you are comfortable with taking orders, calculating hostess gifts, handling returns.







