AUTO REPAIR SHOP CUSTOMER RETENTION & LOYALTY PROGRAM CHECKLIST TEMPLATE 2026
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--- LOYALTY PROGRAM INFRASTRUCTURE & SETUP ---
[ ] Loyalty Software Integration Status (Not Started, In Progress, Fully Integrated)
[ ] Required Hardware/Hardware Setup (Tablet/POS Terminal, Barcode/QR Scanner, Customer Facing Display, Receipt Printer)
[ ] Software Version/Module Name
[ ] Infrastructure Completion Date
[ ] Software Configuration Documentation
[ ] Manager Setup Verification

--- CUSTOMER DATA COLLECTION & SEGMENTATION ---
[ ] Customer Full Name
[ ] Primary Phone Number
[ ] Email Address
[ ] Last Service Date
[ ] Customer Tier (New Customer, Regular (3-5 visits/year), VIP (Loyalty Member), Inactive (6+ months))
[ ] Vehicle Type Segment (Passenger Car, SUV / Truck, Luxury / Exotic, Fleet / Commercial)
[ ] Estimated Annual Spend

--- REWARD STRUCTURE & INCENTIVE DESIGN ---
[ ] Loyalty Program Name
[ ] Incentive Types Offered (Percentage Discount on Labor, Percentage Discount on Parts, Flat Dollar Off Service, Free Vehicle Wash/Detail, Points-Based System, Complimentary Seasonal Inspection)
[ ] Minimum Spend Requirement
[ ] Reward Redemption Terms & Conditions
[ ] Point Accrual Rate ($1 = 1 Point, $1 = 5 Points, $1 = 10 Points)
[ ] Program Marketing Assets

--- STAFF TRAINING & COMMUNICATION PROTOCOL ---
[ ] Training Modules Completed (Loyalty Program Value Proposition, Software/POS Redemption Process, Handling Loyalty-Related Complaints, Upselling via Service Reminders)
[ ] Staff Member Name
[ ] Training Completion Date
[ ] Employee Role (Service Advisor, Front Desk/Receptionist, Shop Manager, Technician)
[ ] Training Assessment Notes
[ ] Trainer/Manager Acknowledgment

--- AUTOMATED COMMUNICATION WORKFLOWS ---
[ ] Active Automated Channels (SMS/Text Messaging, Email Marketing, Direct Mail, In-App Notifications)
[ ] Service Reminder Frequency (Every 3 Months, Every 6 Months, Annually, Custom Interval)
[ ] Last Workflow Audit Date
[ ] Standardized Message Templates
[ ] Target Monthly Automation Open Rate (%)
[ ] Manager Approval for New Campaign

--- POST-SERVICE ENGAGEMENT & FEEDBACK LOOP ---
[ ] Customer Satisfaction Score (CSAT) (Very Satisfied, Satisfied, Neutral, Dissatisfied, Very Dissatisfied)
[ ] Customer Feedback/Comments
[ ] Areas for Improvement (Repair Quality, Communication, Pricing/Transparency, Wait Time, Vehicle Cleanliness)
[ ] Follow-up Call/Email Date
[ ] Service Advisor Verification

--- PROGRAM PERFORMANCE TRACKING & KPIS ---
[ ] Repeat Customer Rate (%)
[ ] Customer Lifetime Value (CLV)
[ ] Loyalty Reward Redemption Rate
[ ] Reporting Period (Weekly, Monthly, Quarterly, Annually)
[ ] Performance Analysis & Trends
[ ] Monthly Performance Report Attachment
[ ] Manager Verification

--- ANNUAL PROGRAM REVIEW & OPTIMIZATION ---
[ ] Review Completion Date
[ ] Loyalty Program ROI Percentage
[ ] Successful Loyalty Drivers This Year (Email Campaigns, SMS Reminders, Referral Incentives, Seasonal Promotions, Direct Mailers)
[ ] Program Performance Status (Exceeding Targets, Meeting Targets, Below Targets, Requires Immediate Overhaul)
[ ] Key Improvements for Next Year's Strategy
[ ] Manager Approval Signature

--- END OF TEMPLATE ---
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