Master Worksheet for “Meeter & Greeter” 

(to fill using individual worksheets as these come in, on the day preferably)

· When people arrive with a bike to repair, get them to fill in a basic form (see separate form) with  their name and contact details (only if they want further info about events), and allocate them a number. 

· The Mechanic then lets the “Meeter and Greeter”  when they are free for another job and the next number in line is sent over. 

· The person getting repairs done takes their individual form to the mechanic when it is their turn, and the Mechanic fills in brief info about what was done afterwards. Collecting facts and figures like this also helps with applying for funding to expand or improve what the workshop delivers 

#
Name

(first name ok)
Contact details (phone/email)

(not essential only if they wanted to be contacted about future events)
What was done to each bike 

(just briefly, important to collect)
Comments

(helps to make the workshops even better)





































































































































