STEPS TO FOLLOW:

For each business assigned to you and for your minimum three chosen businesses:
· If they buy an ad:

· Business Ad contract needs to be fully filled out

· Ask them if they'd like to use a template or if they'd like to design their own ad; also show them their old ad (if they had one) -- explain that these are just printouts of the ads, and are smaller  and with less resolution than the real ones

· If they choose a template from the sheet, make sure to write its number on the contract

· If they want to design their own ad or if they want us to design one, collect any artwork and text from them they'd like included on their ad -- paper clip it to their contract

· If they want to duplicate their old ad, make sure to write that on the contract and then paperclip the printout to their contract.  If they'd like to keep the old ad but change something, write it on the ad printout.
· Collect payment from them and note how much you collected and in what form (cash, check, etc.) on the contract OR mark that they'd like to be billed.

· Say "Thank you!"

· If they DON'T buy an ad:

· Have them fill out a line on the Ad Refusal Sheet.

· Say "Thanks!"

If you wish to sell personal (recognition ads), I have included three packets of those for you.  For these:

· Recognition Ad contract needs to be fully filled out
· Ask them if they'd like to use a template or if they'd like to design their own ad
· If they choose a template from the sheet, make sure to write its number on the contract

· If they want to design their own ad or if they want us to design one, collect any artwork and text from them they'd like included on their ad -- paper clip it to their contract.  If they would like to wait to include a senior portrait of the student, they may wait to give that to us.  Anything else they'd like on the ad (text, baby pictures, etc.) needs to sent to us by January 31.  We prefer digital copies of pictures!
· Collect payment from them and note how much you collected and in what form (cash, check, etc.) on the contract OR mark that they'd like to be billed. Payment must be in by Jan. 31.

· Obtain a signature on the sales contact list and complete the other sections of the Sales Contact List

· Say "Thank you!"

