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Confirmation

eceivedlfhe

v When
fterlMoulBavelr

Confirmation

1sldone

registrationlform.

v Why?

Youlwantlt akeldurelthatltheldtherididednowslWe
havelreceivedlihelrkegistrationdndldonfirmedlhe
seat(s).

v TwolStepslt groperldonfirmation
1. Contactlthel[Delegatel&[thank[fhemlfbrlhegistering
2. Contactlthelpersonldoinglthelgaperwork,fhank

larify[dayment

themdna
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Confirmation

1. Contactinglfhel[Delegate
Hill.[ThisO$Ll. djustlbeceivedMourldegistrationformforLl.
eventdame,[dates,Menuell.

I oulddikedbfhankMoulibrigivinglusfheldpportunity[df
doinglBusinesslibgetherl@ndWelcomelyouldn[Boardlibr

this[drogram.
YoulMillldeceiveldnldmailfromldurldperationsldepartment
regardingldlifheldetailsldftheldvent.[Howeverdldm

stilllHerel@ndibr@nythingMouldanlbeferiblme.
Regardinglfhelihvoicing[daymentldtc, WwholshouldOlIiaise

withfromMourldrganisation?

Whatlyoulsaynextiwillldoublelyour
Sales,[So[pay[dlose[attention.
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Confirmation

1. Contactinglfhel[Delegate
REFERRALS

thingYoulmustidolisasklfor

[Last
Finally,[dinceMoulfoundthisldventluseful[&[Beneficiallfb
attend, [douldMoulpleasellétimeldnowWholhayBeld[dr

2[dtherlpeoplelfhatldanldontactlfegardingfheldame?

Theylmay[Belfrom©ourldompany/organisation,[dr
maybeltheyldrelgeoplelfhatyou’'velWorkedWith
previously,[peopleMoulmetlih[@notherl[deminarldr
conferencelih[fhelpast, [dripeoplelMithilhomMouldre

partldfitheldamelgrofessionalldssociationdndldoldn
WholgrobablyldomeslibMourlhind[dtlthelhoment.

(SHUTOP)
helnames, [dloseltheldallldndlday:

Oncelyoulgot
Thanksldgainlibrifegisteringfbrithislgrogram.Iffhere’s
anythingMouldeed[BelpI'mI[Bere.Bye.
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Confirmation
2.[dontactingthel[Baperwork[Runner
Remember:

This[gersonlslimportant,[dsithany@imeslitlwillldependldn
him/herlwhetherlMouldeceivelfhelpaymentldowl[dridges

later.
Mostl[grobablyfhislis[d[gersonMouldlreadyBavelBeenlih
touchWith[Beforelgettingfheldeal.
Whatldolyoulsaylatithelstart?
Hill.[ThisOsLl.MhankMoulfbridendinglihfheldegistration
formbrLl.[Delegateldamell.ldventldame,[dates,

venuell.
Everythinglis[donfirmedldnlduridide.[WhatldmIdoingib
doldextls$[Iblissueldnlihvoicel@&[donfirmationldmail
regardinglthis.WholdodIdendthisib?
Thenlfollowl(Bhelpointslin(thelnextislide

| | LN
)
b



Confirmation
2.[dontactingthel[Baperwork[Runner

v Find out/Reconfirm:

Whom to attention the invoice,
Participants Names

Programs they are attending
Price for the registration
Correct mailing address.
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Then for all the names, find out/reconfirm

1. correct spelling of full name,
correct position,
telephone number, fax number, e-mail addresses
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Confirmation

2.[dontactingthel[Baperwork[Runner

v Clarify the process of payment in Client’s company and explain the 7
working days policy. If the client cannot pay within 7 working days

then see to meet somewhere in between.

Explain about e-invoice procedure in our company and find out if that
IS acceptable to them. Insist on e-invoice, because if they want a hard

copy they can print it. Explain that there is no difference if you print
out or they print it out. Only as a last resort arrange for invoice to be

sent.

v' After all has been clarified thank again and

- agree on a call back — purpose of the call back
- to ensure that the invoice & confirmation has been received.

v" Forward the registration form after completing the above needed
Information to Finance/Operations Person/Department, so that we

can issue the invoice & also email the confirmation
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Payment

Step #1.
Ensure that the invoice & confirmation have already been sent out

from us to the client.

Step #2:
Call the contact person the next working day to ensure that the
Invoice has been received and where is it right now.

How soon is the payment going to be ready?
Can they do payment by TT/Giro straight to our bank account, or are
they paying by cheque?

If cheque, can they deposit into our bank account directly & send a
copy of submission so that we can trace the payment?

If cannot deposit, can they courier the cheque to us?
Finally if none of the above, when can we arrange for a courier pick

up.
Always(dgreelon(d[dallBack[day/timelor
communicationbByleémail
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Payment
Tips to Ensure Timely & Voluntary Fast Payments

v"Understand that you have closed a deal only after you get the payment.
Anytime before you get that, there’s a risk of cancellation. Fast payments

ensure that there are no cancellations.
v'Follow Up & Follow Up but do not overdo it.
v Agree upfront on the follow up time & purpose.
v"Use email to follow up rather than the phone only.
v'Always treat well the person processing the payment for you.

v'Always appear to be helping them. Offer how you can help.

v"Whenever you're stuck get a second person to help you. He/She will be
the operations/finance person who is following up on this overdue payment.
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