Grand Opening Preparation:     

Submitted by:  Janet Belch 
· Agenda – The agenda is your “lesson plan” for this event.  It will help your CEO divide the tasks to ensure that everything is completed. 

· Invitations out to:  Business Partners, School Personnel, Administration, Counselors, School Business Partners. (Check for businesses affiliated with your school already on your School to Career, Adopt a School or Academy partners lists.) 

· Business Plan and Department Power Point Presentations 
· Guest Packages:  What are you going to give your guests when they come in.  Remember, each visitor sale is just $1000 so you might have your marketing department come up with special Grand Opening packages to sell.  Give them an Agenda, promo ad for Grand Opening specials,and a $1000 guest voucher to “purchase” their packages that day.  If you have even 30 guests, that’s $30,000 in income in that one shot!  Don’t forget to acknowledge Business Partners in every  way possible!

· Food:  Try it keep it simple, after the menu was determined, my kids just signed up to be responsible. For certain things.   Fund raising dollars can also be used for donuts, coffee etc.  Keep it simple… 

· Sales Training 

· Company Banner and Uniforms, professional looking nametags, and business cards add professional touch.  
· Business Theme and room décor:  If possible, have your kids come up with ways to make your room look like the kind of business you are with posters and department signs.
Countdown to Grand Opening Event:  Week before Event
· RSVP’s In? 

· Sales Training, sales, slips and good knowledge of product line by all employees 

· Handshake 101  and professional introductions:  Hi, “I’m Janet Belch, Director of Sales,’ How can I help you.”  
· Presentation run-through with critiques by employees. 
· Dress Rehersal for another Business Class to work out the kinks
 
 Day Of Event: The work’s all done, now just have fun and take lots of pictures!
 
