Participant Registration Procedures

What Constitutes an Enrollment?

A participant is registered when the Sponsor has in-hand both the registration form and full payment.

General Procedures

A. Handling of money and registration form:  When participants register for the training, the Sponsor receives their money in their PayPal account if they submit a payment, along with their completed registration form which is automatically sent to the Sponsor’s email once they click “Submit” on the form.  We recommend that the Sponsor either open a separate bank account and keep precise records of all transactions made, or keep the funds in your designated PayPal account to help keep your personal transations separate from your training transactions for your own record purposes.  

B. Close of Registration: Registration closes two days before the training at 5pm in that timezone to allow adequate time to support the participants with homework, support/confirmation calls, etc.  
C. Announcing Registration to the Team:

1. The Sponsor confirms the participant to the Team Captain who then communicates turns right around and communicates to the team the newest participant!  It’s a way to celebrate together as a team for each name that comes in, as well as a way to keep track where the team is at with number of enrollments and so the team knows if the person they’ve been talking to has officially registered.

D. Sending Confirmation Packets:

1. The Admin Captain will send out a Confirmation Packet they received from the Sponsor to each participant who is registered for the training.  We recommend you send packets no sooner than six weeks before the Training.   
2. The Admin Captain needs to be ready to send the Packet to participants within 24 hours of receiving their name and email from the Sponsor.  In their email to the participant, they should include the following info:
· Introducing themselves as being a part of the training team and welcoming them to the training

· Letting them know their Confirmation Packet is attached with important information to read regarding their upcoming training

· Letting them know that they will soon be receiving a call from a team member to set-up a standard pre-training support/confirmation call prior to the date of the training, and that person will also assist them with any questions they might have about the training and the Packet.

E. Support/Confirmation Call Captain

1. The final and third person the Sponsor sends info to is the Support (Awaken)/Confirmation (other trainings) Call Captain.  They need the entire registration form for that participant from the Sponsor.

2. At this point they thoroughly follow all of the instructions in their job description for assigning the participant to a caller.

