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	(Business Name) – COVID-19 CARE POLICIES AND PROCEDURES

	Subject:  COVID-19 Customer Virtual Consultation
	SOP CODE:

	Division:  Sales
	

	Standard:  1-hour online video consultation to be performed prior to bespoke jewellery work undertaken

	Policy: 
· Prevent COVID-19 Infection Risk and opportunity to generate future income 
· Video meeting scheduled with customer
· Sales to have full completed questionnaire and consent forms prior to virtual consultation
· Virtual Consultations to be recorded, with permission, and kept on file

	Procedure:
1. Send invitation code to customer before scheduled meeting.
2. Ensure to log on to Zoom, or your preferred video conferencing programme, for allocated meeting time 
3. Ensure meeting is being recorded and ask permission again, whilst recording, if you may record the consultation to keep on file
4. Outline the virtual consultation process to the customer, discussing the key areas of:
· Budget Expectations
· Timeframe Expectations & Deliverables
· Occasion / Jewellery Purpose / Jewellery Type
· Metal Choice
· Stone Choice
· Stone Cut Choice
· Setting Choice
· Band Type (if Ring)
· Finishing Options
· Style Choice
· Design Deposit (that goes toward final purchase price of piece) to get started on stone and metal sourcing and design
· Discussion around sketching, Computer Rendering & 3DModel
5. Once each of the key discussion areas have been met, agree the timeframes for the deliverables discussed
6. Ask if the customer has any further questions and end with your commitment to making their jewellery dreams a reality

	Date SOP issued:
	Staff Signature:

	Date SOP trained:
	Staff Signature:




Standard Operating Procedure – Company Name
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