Open Meeting Guidelines

It is the HOST'S responsibility to contact the Speaker who is booked for the presentation at least two days prior to the meeting to ensure their attendance and to ask if they have any specific requirements.

The door fee should be £3 for Members, guests attend free of charge. 

ROOM GUIDELINES:

1. Room layout - Theatre style. Do not put out more chairs than half of the numbers expected – it is better to leave chairs stacked at the back if needed because if you need to bring out more chairs, it leaves a good impression that the meeting is over-attended.
2. Test the equipment to ensure it is working properly at least 1 hour before the meeting is due to start in case there is a problem
3. Registration table - with attendance sheets and pens
4. Table with cloth to display products, etc. inside the room – preferably at the side near the front of the room.

5. Table in the middle of the room for the laptop and projector plus a jug of water with glasses for the speakers.

6. Separate chairs (2) at the back of the room for the speaker and host. 

7. Ensure room is clean, tidy, uncluttered and ready for the meeting. Everything should be in place including display, signing in sheets, etc, AT LEAST 30 minutes before the start time.

8. The speaker may require someone to be in charge of the laptop for the presentation. Ensure that there is a chair next to the laptop for them.

9. Have background music playing before and after the presentation – it gives warmth to the room. DO NOT put on loud heavy metal rock or dreary slow music. Find something musical or vocal that is pleasantly upbeat and middle of the road. Not too soft… not too loud… comfortable.
FORMAT GUIDELINES:

The Host should, if possible, ensure that he/she has 2 or 3 team members to assist with the following:

1. Desk duty - signing everyone in and taking money from current members.

2. Greeting people - welcoming them to the meeting, introducing them to others and showing them to their seats.

GOLDEN RULE - THE SPEAKER SHOULD NOT NEED 

TO THINK ABOUT ANYTHING OTHER THAN SPEAKING.

Therefore, always ensure that you or one of your team has their attention on the speaker for any requirements (such as drinks, change the lighting, turn off music, etc).

The Host should ensure all attendees are in the room for 8pm (or whatever time the meeting is to start) - also that the room is filled FROM THE FRONT to the back (the front row should ALWAYS be filled).

The meeting shall commence at the time stated - Do NOT delay the start of the meeting for anyone who has not arrived.

MEETING SCHEDULE:
The Host should make his/her way to the front of the Meeting as soon as the time has arrived, to provide a brief introduction for the speaker along these lines:

“Good evening, welcome to the [venue]. Firstly, I would ask all of you to please turn off your mobile phones. [Pause] Thank you.

You have been invited here tonight to take a look at a very exciting and lucrative Business Opportunity, and I am sure that you will be as impressed with what you are about to hear and see as I was when I first saw this presentation.

We are very fortunate to have with us this evening [Speaker’s Name].

[Edify the speaker. Make sure before the day of the meeting that the Speaker has given you his/her résumé so that you can introduce him/her correctly. Tell how long he/she has been a networker, his/her successes… tell his or her story. 15-20 seconds should cover this]
[Name] has travelled here this evening to share the opportunity with us. If you have any questions, you will have the opportunity to ask them AFTER the presentation. 
Ladies and gentlemen, it gives me great pleasure to introduce [The Speaker's Name]."

The Host should greet the speaker with a handshake and a BIG SMILE, and move away ready to manage the laptop for the presentation if needed.

After the presentation, the Host should thank the speaker and close the meeting.

Unless you have to vacate the room by a certain time, ensure that members try to spent time talking, IN A POSITIVE MANNER, to the guests.
One of the most important rules in network marketing is this:

Under no circumstances should a guest be enticed to join a different sponsor from the one that sent them there. This sort of behaviour is totally unacceptable. When this happens, most companies will immediately terminate that member.

The Host must be responsible for the meeting and the behaviour of those attending.

WHAT MATERIAL DO YOU NEED?

· PowerPoint Presentation file for laptop presentation
· Table for the laptop and the laptop projector

· Screen

· Table for signing in

· Signing in sheets

· Pens to sign in with

· Tablecloth or similar for product presentation

· Attractive PRODUCT RANGE (empty containers are acceptable)

· Kits for guests to sample products 

· Tester strips

· Coffee beans or tea bags

· Jug of water and a glass for the presenter

· Flip chart with pens (if doing training, too)

· Box to put door money in (do not leave in the open)

· Product Catalogue
· Tape/CD player for the background music

· Musical tape or CD

· Extension lead with plug bank

OPTIONAL MATERIAL

If you have display boards, definitely use them to show off any material you have produced for craft show, trade exhibitions, etc
ATTIRE
If you want to be, and look, professional then dress accordingly - suits or smart casual is acceptable. Jeans, t-shirts, trainers, anoraks, etc are not acceptable as they do not give a good impression.

TIME

The presentation should take a MINIMUM of 30 minutes and a MAXIMUM of 45 minutes – any shorter and people will feel rushed, any longer and people will get fidgety and lose interest, 

DISPLAYS

A good display of products and sales material will impress. It is very important that you have full or empty containers of the range on show.

If it is an OPEN meeting (open to everyone in FM GROUP regardless of whether they are in the Perfume Success Team or not) DO NOT display material that has been especially produced for our team.
BEHAVIOUR

If you do not look as if you are enjoying the meeting… how do you expect a guest to enjoy it? Even if you have heard the presentation 50 times before, look as if it is for the first time.

HAVE… AND BE SEEN TO HAVE… A POSITIVE ATTITUDE

· Remember: No matter where you are sitting someone may be looking at you, and your every action may encourage or discourage them.

· Always smile and look attentive
· Nod your head in agreement when the speaker says something you agree with

· Do NOT “nod off “

· Do NOT look at your watch

· Make eye contact with speaker and smile – it is good for them to know that you are enjoying the presentation

· Applaud the Host and the Speaker – do not wait for someone else to do it first

· Do NOT rush off at the end of the meeting – it makes it look as if you did not want to be there

