
Customer Service Process
1. Return every initial inquiry with a phone call - within 1 business day. (In every instance, one should respond within 1 day unless it is the weekend or a holiday.)

2. Send a confirmation with an explanation of what your client may expect during the first meeting. Within that confirmation, give them a date when they may anticipate your deliverable. (Put it on your calendar before you send it to your client.)

3. Make sure you meet the date for the deliverable. 

4. Once awarded the work, send a handwritten thank you note about your excitement over being chosen for the project. 

5. At the first meeting, sign your contract in their presence and collect a retainer as enforcement of the contract.

6. Present project materials in a branded container they may keep to show their friends and family. 

7. During every meeting, accomplish everything that may be done while in their presence. EG: follow up meeting scheduled, emails to subs and reminders sent, reminders to yourself sent and scheduled, texting subs, etc.

8. After every meeting, send a follow up email explaining how nice it was to see the client and the project progress.  Note all you have committed to doing and when you plan to have it done. 

9. As those items are completed...send an email to acknowledge outcomes and progress. 

10. At the conclusion of the project, take your client to lunch and present a memorable, branded gift and handwritten thank you note. 

11. Request a review in an email. (I use the Houzz review link to make it easier for clients...with a custom message.)

Other Ideas for an Elevated Experience
1. Take your clients to lunch…and YOU pay. 

2. Group showhouse and museum tours. (You may charge for this. Make a charity the recipient of the proceeds.)

3. Table sponsorships filled with clients and vendors at charity events - include hostess gifts.

4. Designer lectures at design centers or antique shows.

5. Instagram highlights and posts of your designer moments to add to the fun: clients love having an accomplished designer working on their projects. 
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