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Client Company Name/ Address 


November 24, 2014

Dear (name),

As per our conversation and your request, we agree as follows:


I will provide a workshop on Dining Etiquette and Dressing to Win in the Corporate Arena, for the (company).  The program is presently scheduled to take place on January 10, 2015, from 10:00 am – 5:30 pm at a Downtown Vancouver location to be determined by (company).  There will be a maximum of 45 participants. 


I will provide in advance a resource guide via email to be printed and distributed to the participants of the workshop. I will also provide a door prize. I will work with (company) and catering staff to plan the menu, seating and other workshop details for an effective delivery. 

(company)  will provide a projector, screen, computer and wireless lapel microphone for the workshop. All additional costs related to the venue, workshop, and meal will be arranged for and covered by (company).

The agreed upon price is $1400.00 plus 5% GST, due and payable upon completion.

If this agreement is acceptable to the (company), please authorize where indicated below and email the agreement back to me at info@personalimpact.ca.   

I look forward to meeting you in person and working with you on January 10, 2015.


Sincerely,


(your company)

 (signature)

(your name)

Agreed and accepted per:


_____________________________________       
 _____________________________


(client contact name)
                     


       Date


(client company name) 




Please assist us by answering the following questions. Your comments are important to the success and improvement of our business. We appreciate your assistance.


Name: __________________________________  Phone: _________________


Date: ________________________________
    Email:  __________________


Program/ Training: _________________________________________________

What did you enjoy most about the Program? ________________________________________________________________________________________________________________________________________________


________________________________________________________________________


In what ways will you apply this information?


________________________________________________________________________________________________________________________________________________


________________________________________________________________________


What do you wish there had been more time for? 

________________________________________________________________________________________________________________________________________________


________________________________________________________________________


We would like to ask permission to use your comments as an endorsement. 

⃞ Yes
⃞ No

Would you like to receive our monthly E-news letter ‘Image Matters’  



⃞ Yes
⃞ No

Do you belong to another organization that is looking for a dynamic speaker?  

⃞ Yes
⃞ No


Name of Organization: ___________________________________________________


Would you like to be informed about upcoming workshops presented by Kimberly Law?  
⃞ Yes
⃞ No


Would you like more information about our services?




⃞ Yes
⃞ No


Would you, your company or organization be interested in learning more about any of the following training programs? Please check your needs below:


· Business casual for your company’s professional environment

· Make Your Mark – How to Avoid Image Blunders that Sabotage Your Professional Credibility 

· Dining Etiquette - Formal Dining for Informal People

· Look Like a Million – on a Budget


· Dress with Finesse
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Program Enquiry Questionnaire


Date:






Contact:  


Company:  





Source:  

Address:





Postal Code:


Telephone:  





Fax: 


Email:  





Industry:  


Project Name:




Company website:

Nature of Enquiry


( Training/ Workshop
  ( Professional Dress Uniform/Policy


( Coaching/ Consulting
  ( Staff Appreciation 


		Audience


Number:      
    

 ( Men          ( Women       ( Both






		Age Range:






		Occupations within organization:






		Image/ Etiquette Objectives:






		Expectations: What would you like to see happen as a result of this program?






		Program Start Date (approximate):






		Program Timeframe -  length:






		Location/ Number of workshop or coaching sessions: 






		Program Completion Date:





		How do you want your employees to be perceived by your clients and the public?






		What are your employee’s most common misconceptions about professional image?






		What concerns relating to professional image is your organization having?






		How do these issues affect your organization?






		Have you done anything to try to solve this problem?






		Why was it not effective?






		Where do you feel you need the most help?






		How would you like your employees to present themselves?






		Who are your clients?






		Do your employees see clients outside your offices?






		Do your employees entertain clients?






		Do any of the participating employees travel on a regular basis? Location(s)? Please provide details of their interactions and business expectations while travelling: 





		Will there be varying levels of employment rank and income levels among participants? If so please explain.



		Are your company’s expectations the same for all ranks and positions within your organization?






		Do your company’s expectations for business dress vary from day to day? i.e. Do you have a business casual day?






		How will you measure the success of this program?






		Which of the following would you like to see included in this program?






		Observations:








Employee Image Brand Identity

( ITTI Business Etiquette Certification Training


( Employee Uniform Design Strategy - to reflect the corporate brand

( Professional Dress Policy – to reflect the corporate brand

( Orientation Workshop(s) and Coaching 

( Individual Consultations/ Coaching Policy Orientation


Workshop & Coaching Topics

(  Professional Appearance

(
Business Behaviour

(
Dining Etiquette  

(
Other _____________________________________

		Would you like high quality take home resource material to be included for each participant?






		Are you interested in designing a follow-up program and/or one-to-one, post-workshop consultations to enhance the long-term effectiveness of this program?






		Can you think of anything else that might help in developing a program for your organization?






		Budget:
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Client Profile


		Name:

		Date:



		Address:

		Postal Code:



		Telephone:

		Work:



		Cell:

		Email:



		Occupation:

		Employer:





Nature of Enquiry


( Group Training/ Workshop
  ( IITTI Prep                      ( Professional Dress Uniform/Policy


( Personal/ Individual Coaching/ Consulting
                   ( Staff Appreciation

		Group Training 

Number:      
    

 ( Men          ( Women       ( Both






		How did you hear about our services?






		Reason for enquiring about our services?






		Expectations: What would you like to accomplish/ see happen as a result of this program?






		What areas do you feel you need help? Why?






		Have you had any coaching or training in these areas before? 






		Age / Age Range:






		Would you like high quality take home resource material to be included for each participant?






		Are you interested in designing a follow-up program and/or one-to-one, post-workshop consultations to enhance the long-term effectiveness of this program?








		Individual Training






		How did you hear about our services?






		Reason for enquiring about our services?






		Expectations: What would you like to accomplish/ see happen as a result of this program?






		What areas do you feel you need help? Why?






		What would you like to be doing 3- 5 years from now? What would be different from you life now?






		Have you had any coaching or training in these areas before? 






		If so, what was the result?






		Please describe your lifestyle. Career, Home, Hobbies, Social, Etc…






		If someone were to describe your image what would they say?





		How would you describe your personality?






		How would you like to be perceived? Describe the image you would like to have.






		Whose image do you admire? (Celebrity, Friend, Media, Co-worker, etc.) 






		Is fashion important to you?






		Are you in the public eye?








The following section is to determine how we might help you. Please indicate which skills and topics you are confident with, which skills and topics you are not confident with and which topics you would like to include in your training:


		Confident



		Protocol & Etiquette

		Yes

		No

		Explain

		Topics of Interest



		Prep for IITTI International Business Etiquette


Certification www.iitti.org 

		

		

		

		



		Business/ Social Introductions and greetings

		

		

		

		



		Appropriate Handshakes

		

		

		

		



		Interacting appropriately with clients & co-workers

		

		

		

		



		Telephone and electronic etiquette

		

		

		

		



		Do’s and Don’ts of networking

		

		

		

		



		Roles and protocol for business meetings

		

		

		

		



		Etiquette: Social Settings



		

		

		

		



		Confident



		Dining Etiquette

		Yes

		No

		Explain

		Topic of Interest



		Host and guest duties

		

		

		

		



		Place settings, napkins and seating

		

		

		

		



		Ordering Food &Wine 

		

		

		

		



		Eating difficult foods

		

		

		

		



		American and Continental dining styles

		

		

		

		



		Table manners




		

		

		

		



		Formal vs. Informal dining

		

		

		

		



		Discussing business at a meal

		

		

		

		



		Paying the Bill and Gratuities 

		

		

		

		



		Confident



		Business Dress & Appearance

		Yes

		No

		Explain

		Topic of Interest



		I know my most flattering colours

		

		

		

		



		I know my most flattering styles

		

		

		

		



		I can plan a wardrobe based on desired perception

		

		

		

		



		Image-makers and image breakers

		

		

		

		



		Understand guidelines for   Formal to Casual Business Dress

		

		

		

		



		Appropriate Make-up, hair and grooming




		

		

		

		



		Shopping for business attire

		

		

		

		



		Confident



		Personal Dress & Appearance

		Yes

		No

		Explain

		Topic of Interest



		Know my most flattering colours

		

		

		

		



		I know my most flattering styles

		

		

		

		



		Plan a wardrobe/ appearance based on desired perception

		

		

		

		



		Image-makers and image breakers

		

		

		

		



		Planning a wardrobe based on personality and lifestyle

		

		

		

		



		Guidelines for clothing fit

		

		

		

		



		Appropriate Make-up, hair, grooming & skincare

		

		

		

		



		Applying my make-up

		

		

		

		



		Shopping for clothing and accessories

		

		

		

		



		Confident



		Communication

		Yes

		No

		Explain

		Topic of Interest



		Mannerisms/ Posture/ Body Language

		

		

		

		



		Vocal communication

		

		

		

		



		Delivering a speech or presentation

		

		

		

		



		Job Interview Skills

		

		

		

		





Additional Information for Communication Coaching/ Training

		Communication: Do you have a presentation or speech that you would like be coached on?






		When?








Additional Information for Personal Appearance Coaching/ Training

		Lifestyle Activities

		What you would normally wear

		How you would like to be perceived



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		Based on your answers above and the way you would like to be perceived, Do you feel you are dressing effectively? Explain: 



		



		



		



		



		





How can we help you?


Based on your answers to the sections and questions above, how do you feel we can best help you? 


( What Colours Look Best on me

( Job Interview Skills


( Personal Dressing Strategies

( Social and business etiquette


( Wardrobe Planning


( Body Language/ Mannerisms


( Personal Shopping


( Confidence Self Esteem


( Grooming




( Make-up and/or Hair


( Business Attire



( Other ____________________


		What needs to happen in order for our work together to be successful for you?






		Timeframe – When would you like to start? Do you have a deadline for completion?






		Budget for Personal / Professional Development:






		Additional Budget for Personal Shopping:






		Anything else that might help us serve you better?
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(logo)





Date: 		

Attention:  	

From: 		

Re: 		





Dear _________,

Thank-you for your interest in our services.

As you requested, I have attached a workshop outline for your event on _________ 2014, based on our discussion.

I trust that this proposal will meet with your approval.  Should you have any questions or require further information please do not hesitate to contact me at __________ or by email at ________________. 

I will call you early next to answer any questions you may have. 



Sincerely,

(signature)

(Company)

(First/ Last Name)













(logo)

Introduction

(Paragraph -  overview of the importance of business etiquette/ IITTI Certification…)



Program Content

I  Dining Etiquette

(Objectives paragraph format) 



Program Outline (example):

· Placement of place settings, napkins and seating

· What not to do at the dining table

· American vs. European dining styles 

· How to handle dining disasters with grace

· Practice dining skills and table manners 



II Dressing to Win the Corporate Arena

(Objectives paragraph format) 



Program Outline (example):

· How to use your personal image as a corporate asset 

· What to wear to look more authoritative, credible, approachable or relaxed

· How to dress smart to ensure confidence throughout the day

· How to dress effectively with colour 

· How to avoid costly image mistakes



Time Frame:  

Date(s)/ Time: 

Our Methodology 

(Your teaching style. What they can expect)

Example: Participants will be trained in a workshop style. The Learning objectives will be met through demonstration, lecture, individual exercises, group participation and practice. Each student will participate in a formal sit down dinner.

Suggested Menu

Example: For a two hour dining practicum, we recommend a 3- course meal consisting of the following: 

· Soup

· Main Course  

· Dessert 

· Tea or Coffee

· White Wine served with the main course (optional)



Workshop Resource Guides 

Workbooks are optional and charged on a per participant basis. All resource guides are available in an electronic pdf format or hard-copy format for distribution to workshop attendees. All resource guides conform to IITTI International Business Etiquette standards. Workshop learning outcomes, along with self-study of the following supplemental study guides will prepare participants on the IITTI Certification track, to write the Personal Appearance and Dining Etiquette components of the IITTI Level 1 Certification exam. (www.iitti.org ).  

[bookmark: _GoBack]

Benefits Include:

(What’s in for them?)

Example:

· Raised awareness of professional standards

· Increased levels of self-confidence and personal effectiveness 

· Strengthened confidence and personal comfort in personal and professional situations.





Fee Schedule

Dining Etiquette 									$800.00

Dressing to Win in the Corporate Arena							$600.00

Resource Guides (per participant (electronic) 	                           $1400.00

Resource Guides (per participant (hard copy) 		             $1400.00



Training Investment							                           $1400.00

*GST will be added to all fees



Associated costs to be covered by Client:

· Room & seating arrangements for workshops 

· Meals, beverages & catering costs

· PowerPoint projector, screen & computer

· Wireless lapel microphone 

Fee Payment Structure

50% of the fee is to be paid upon agreement in order to secure dates. 

Balance is due upon completion of individual follow-up sessions

Cancellation/ Rescheduling Fee Policy

Cancellation more than 1 week prior to the contractual start date – 75% of deposit Refunded

Workshop rescheduling fee with less than 1 week notice - $100

Cancellation less than 1 week prior to start date – No Refund





-




