RETAILER EDUCATION PROTOCOLS
Be Prepared

· Review your talking points so you are familiar with the material; it may be helpful to practice what you are going to say.

· Prepare your cover letter and a few key documents to share; send to WyPTAC to review. 
· It is strongly recommended that you visit merchants in pairs – with a coalition member, youth group member, fellow prevention program manager or parent. 

· Teens relaying the message should rehearse in front of an adult supervisor and an adult should accompany them in each visit in case of difficult questions. 

· Always remember to be courteous, friendly, considerate and brief.

· Try to visit the store during its least busy hours.  If the owner or store manager is busy, ask if there is a better time to come back to speak with him/her.

· When possible, follow up by returning to the store during the time they indicated they would be available.
Talk With Retailers

· Have a 3-5 minute introduction planned. Include your name and reason for the visit. Remember, most of the information is in the cover letter and key documents that you will leave with them, so you don’t want to overwhelm them with details.
· Remember that the store manager is probably busy and has little time to go over the materials in detail. Be respectful of this while at the same time explaining that the information is important.
· Explain that you are leaving a few documents that he/she can review when they have time and to please share with their staff.  Encourage them to call you if any questions.
· Hand delivering materials helps build strong relationships with your retailers and shows them that your message is important enough for a face-to-face visit. 
· Always be polite and friendly – thank the retailer for his/her time and willingness to speak with you.

· If the store manager does not seem open to your message or visit, politely let him/her know that while protecting youth is your main purpose for the visit, you also want to save them from possible large fines. Smile, leave the information on the counter, thank them for their time and leave. 
