CDS Roadshow Schedule Form 
Please fill out the following for every Roadshow you would like to schedule.
To check mark any of the “Y/N” questions below, double click on the checkbox and select “Checked” to mark your answer.
Part 1 – GENERAL INFORMATION SECTION
	Vendor Name:
	
	Website:
	

	Contact Name:
	
	E-Mail:
	

	  Office Phone Number:
	
	Cell:
	

	  Costco Warehouse #s:
	
	Location:
	
	State:
	

	ROADSHOW TYPE:
	Consignment:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	
	PO:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	Item #
	


Please fill out the following charts for each day of your Roadshow.
**Allow at least 1 hour for set-up on the first day and break down on the last day.**
Part 2 - SALES ADVISOR SECTION (Cost for each Sales Advisor is $25.00 per hour.)
The CDS Sales Advisor will set up the event, break down, cut, serve, and sell. We recommend a minimum of 2 Sales Advisors per day from open to close.
Please list the number of Sales Advisors needed, and the dates and hours you want:
	Day One # of people needed:
	Date
	Hours

	Day Two # of people needed:
	Date
	Hours

	Day Three # of people needed:
	Date 
	Hours

	Day Four # of people needed:
	Date
	Hours

	Day Five # of people needed:
	Date
	Hours


Part 3 - BRAND AMBASSADOR SECTION (Cost for each Brand Ambassador is $32.00 per hour.)
	The Brand Ambassador is to be your selling agent. He or she will represent your item to the Costco member and will be the featured person for your Roadshow. They are there strictly to inform, sell, and represent your item to the member.    

BRAND AMBASSADOR REQUEST (Please provide as much detail as possible – CDS will follow-up with you).  CDS will also put you in touch with Mindy Wing of our Triplepoint division who will do the actually profile and scheduling of the Brand Ambassador you are seeking.  Please provide as much detail as possible below.
· What type of person and background are you seeking:

· Explain the training process you have in mind for the Brand Ambassador:  
                   (A minimum of ONE HOUR should be planned for training the Brand Ambassador and/or Sales Advisor)
                Telephone Conversation:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
                PowerPoint Presentation will be made available:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
                Training DVD to watch:    FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
                In person meeting at the warehouse the morning of the first day of the Roadshow:    FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
Please list the number of Brand Ambassadors needed, and the dates and hours you want:

	Day One # of people needed: 
	Date
	Hours

	Day Two # of people needed:
	Date
	Hours

	Day Three # of people needed:
	Date 
	Hours

	Day Four # of people needed:
	Date
	Hours

	Day Five  # of people needed:
	Date
	Hours


Part 4 – FOOD CERTIFICATION SECTION
If Vendor representatives will be present, will each rep be food certified?    FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
Costco requires that anyone who handles food must be food certified. To be food certified, ask your Buyer for a copy of the food certification book. Call the warehouse and ask for the front office. Make an appointment to take the food certification quiz. You must pass it to receive your certificate.   Representatives should always have their food certificate on them as CDS or Costco may ask to see it.  Advantages of being certified - rep can support CDS staff if the Roadshow is popular and help prepare and serve samples if necessary.   

Part 5 – ADDITIONAL VENDOR INFORMATION SECTION
	VENDOR REPS PRESENT:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	IF YES, # OF REPS:
	
	# OF HRS PRESENT:
	

	VENDOR REPS NAMES: 1.
	
	2.
	
	3.
	

	SELECT ONE:                                                                 VENDOR TO ASSIST WITH SET UP AND BREAKDOWN:  FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	               CDS WILL SET UP AND BREAKDOWN THE ROADSHOW WITHOUT VENDOR ASSISTANCE:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	ROADSHOW SET UP:  Please send a photo or mock up of the set up you desire.  (Space will dictate final set up.)


Roadshow Items: If product will be sold as “Mix & Match,” list description of each item & pack size (sold as 2 Pack, 3 Pack, etc).
COSTCO MIX & MATCH ITEM #  ___________________ 
	Costco Item #:
	
	Description:
	

	Costco Item #:
	
	Description:
	

	Costco Item #:
	
	Description:
	

	Costco Item #:
	
	Description:
	


SELECT ONE OF THE FOLLOWING FOUR OPTIONS:
	DEMO SAMPLES DROP SHIPPED:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	DEMO SAMPLES TAKEN FROM CONSIGNMENT:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	CDS TO PURCHASE:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	VENDOR TO PURCHASE:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	When and how will your product arrive?
	How do we arrange the product for display?

	DEMO KITS?:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N
	SHIPPED TO THE WAREHOUSE:   FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	DEMO KIT CONTENTS:
	

	
	

	BRANDED HATS, SHIRTS, OR APRONS?
	 FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N    Please provide details:  

	
	

	CONTACT:
	
	PHONE:
	

	(KITS MUST ARRIVE MIN. 48 HRS PRIOR TO THE START OF ROADSHOW)


	SUPPLIES NEEDED: 
(e.g. napkins, cups, plates, etc.)
	

	Supply cost will vary depending on needs of the Roadshow.   SUPPLIES WILL BE BILLED TO THE VENDOR. 

	PREP INSTRUCTIONS:
	

	
	

	
	

	ENHANCEMENTS:

(e.g. eggs, oil, etc.)
	


	SPECIAL EQUIPMENT: (e.g. Ovens, Skillets, Additional Tables, Power, etc.)  CDS Provides 1-6 ft and 2-4 ft tables.

	
	
	
	
	
	VENDOR TO PROVIDE:  FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N

	
	
	
	
	
	COSTCO/CDS TO PROVIDE:  FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N


	COMMENTS:
Please provide any additional information needed to make this a successful 
Roadshow.
	  


Please fax or email your completed Roadshow Form to the Scheduling Coordinator in the region you would like to schedule your Roadshows.  See list below of CDS Sales/Scheduling contacts in the SD, NE, SE, MW, & TX regions. 

CDS Sales/Scheduling Contacts

San Diego Region Scheduling 
C/O Costco 4649 Morena Blvd San Diego, CA 92117 
(858) 812-1266 
Fax: (858) 581-8861 
dgarcia@daymon.com 

Midwest Region Scheduling 
2 Mid America Plaza, Suite 425 Oakbrook Terrace, IL 60181 
(630) 572-0032 
Fax: (630) 572-0036 
kpickler @daymon.com

Northeast Region Scheduling 
45940 Horseshoe Drive, Suite 140C Sterling, VA 20166 
(703) 406-0260 
Fax: (703) 406-0276 
ccorsi@daymon.com 

Southeast Region Scheduling 
3980 Venture Drive, Suite W100 Duluth, GA 30096 
(678) 473-0090 
Fax: (858) 581-8947
jryder@daymon.com 
 

Texas Region Scheduling 
1701 Dallas Parkway, Suite 204 Plano, TX 75093 
(972) 241-7572 
Fax: (858) 581-8940
mburcham@daymon.com 
