Steel City Leadership Group
Greentree Business Briefing

Front Desk (Registration Table)
v.P.1.24.08
1. Front Desk  workers should arrive between 6:30pm and 6:45pm
2. Immediately collect payment from any Distributors who have already arrived, including those who may be setting up product display or performing other 2L duties.  Front Desk workers must pay at this time as well.  No one is exempt from paying the $5 2L fee.

3. Install Clock at back of room

a. Use thumb tack found in cash box

4. Set-Up Table

a. Name Tags and Sample Sheet
b. Cash Box

c. Receipts

d. Sign In Sheet

i. Place date on Sign-In Sheet

e. Current Challenge (if available)

f. Any signs announcing upcoming events (if available)

5. Have everyone sign-in…all Distributors and Guests…no one is exempt from signing in
a. Admission cost is $5 per distributor…..NOT per distributorSHIP.
i. i.e.  Husband and wife each must pay

b. Guests are free

c. When presented with any bill other than a $5, always request “Do you have anything smaller?”

6. Registration Table remains open until 7:45pm

a. At 7:45pm, you may begin completing paperwork and close Registration Table

7. Closing Registration Table

a. Are any supplies running low?
i. Complete a Supply Request Form

b. Complete Business Briefing Report

i. Each Attendant should count money to verify amount

c. Completed Sign-in Sheets and Business Briefing Report are placed in FIRST envelope

i. Write “Clem” on the front of this envelope

ii. Give to Clem or, if he is not present, LEAVE envelope in Front Desk supply box

d. Money is placed in a SECOND envelope
i. Label Envelope

1. Date

2. “Greentree 2L”

ii. Also, give this second envelope to Clem Gigliotti 
1. If Clem is not present, give this second envelope to Kim Adams
a. Give to Tom Pasternak only if Clem and Kim are not present.

8. At conclusion of 2L

a. Remove Clock

i. Place thumb tack in cash box

b. Place Front Desk Supply Box in back of meeting room

2008 Pre-Paid Distributors

1. Tom Pasternak

2. Diana Pasternak

3. Clem Gigliotti

