        “FAST FOLLOW-UP FLIP FILING SYSTEM”
SUPPLIES NEEDED:
· (1) 3-ring binder

· (1) set of dividers by month

· (1)  3-hole puncher

· White paper

· Client Order forms

FILING SYSTEM FOR ORDERING CLIENTS:

1. After each spa escape, separate top white order form from carbon copies.

2. 3 hole punch white order forms and file one month after the actual spa escape.
3. Place a courtesy call to each ordering client filed under the appropriate month. Make sure they are happy with the products they’ve purchased and ask if they are in need of anything else at that time.  

**If not, re-file their order form 2 months later.  Then, call again.
**If yes, check for reorder at top right hand corner and re-file in the following month.

4. After one year of not reordering, remove client form from folder and place in an inactive folder elsewhere.
5. After several reorders, make one order form for the client to include all products ever ordered.

FILING SYSTEM FOR RECRUITS:

1. After entering all online recruiting information, print out the printer friendly version of the recruit agreement.

2. File this agreement copy in front or back of your 3 ring binder.  This way you always have your recruits’ info at your finger tips for you and for when they forget their consultant number, etc…

