
[bookmark: _GoBack]How to Conduct a One-Day Consultation
Also used for Uncovery, Summary Retreat, Mini Consults and Private Workshops

The steps and details below are of a perfect case scenario. Adapt as you see fit. 

Venue – On your turf (never at a clients office or venue)
Catering - Spend money on lots of food – more than enough. You want the client to go away thinking WOW. So think: Abundance, First Class, Top Quality, Lavish, and Generous.
Tools – White board, markers, eraser, sticky backed paper, computer, printer, someone to take notes

Step 1 – Open BIG (FMI) - Always be fully prepared and set up when client arrives.
Open with thank you. Our first priority is to honour the person, to make them feel important and recognized. Let them know how you value their time. “Today is all about you.” Give an overview of how the day will work. We want the client to feel they have control. Look for opportunities to praise the company during the day. But remember, you must have control for the meeting to be successful. 

Step 2 – What Do You Want to Know? Ask Questions.
Take down all questions on a white board. This is the agenda for the day.
Example: What is it you want to take away from this meeting? What do you want to know? What do you need to go away completely happy? Keep asking, ‘what else”, “is there anything else you want to know?”
Never contradict the issues the client mentions; just write them down
a. Make sure the issue is defined as accurate as possible
b. By doing this you just show them that you are not just making a sales pitch
c. You keep it about them, not about you
Reaffirm that these are all the questions that the client wants covered.

Step 3 – Add Your Own Questions
Once they have exhausted all their questions, then add your own… what the client needs to know.
Ask your client if she can give you the freedom to make her think about things outside of her present paradigm. You want the client to willingly relinquish control of the day.

Step 4 – Number each question in the order you will answer
This process puts you in control. If there are some difficult questions these can be put down the list to give you time to think. 

Tip (Always have a coffee break if you need to think)

Step 5 – Answer questions in the order you have designated
Write your answers on the sticky backed paper. Rip off and stick up around the room. (Adds drama and effect.) Once you have fully answered the question – rub it off the board. The client sees things getting done. The problem list goes away while the results mount up. You are more in control.

If you have a second partner in the room, they should be taking notes so you can print out and hand to client at the end of the day. Send the client home with notes in the hand so they can read that night. Never put off until tomorrow what can be done today.

Always maintain control. Never be awed by the client.

Don’t worry about going through the whole process too quickly
· It makes you look like an expert
· You can always go back and review each step

Step 6 - Close BIG (LMI) – eg: Pull out the wine and toast the end of the day. Celebrate all you have achieved. 
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