Host Coaching Checklist
Host Information





Date & Time of Show
Name
________________________________
Address _______________________________
Phone
________________________________
Email
________________________________



   Recipe Selection

Personal Website Password
______________
	Date To Be Completed
	Complete

	Set or confirm date
	
	

	Host packet sent or given at show –

· Explain host program

· Discuss guest list
	
	

	“Thank you for booking” letter/postcard sent
	
	

	Guest list received
	
	

	Phone Call: “Received your guest list.  Be sure to call your guests.”

· Help host set goals

· Encourage outside orders; explain outside order sheet

· Point out the opportunity brochure in host packet
	
	

	Invitations sent
	
	

	“Your invites are in the mail” or “By now your invites should be in the  mail” letter/postcard sent
	
	

	Booster call:  “Have you heard from your guests?”

· Ideas to increase attendance, if needed – Remember to make reminder calls 

· Discuss recipe options; provide shopping list

· Refer to opportunity brochure and explain Kit Credit options
	
	

	Final call: Get directions if necessary and tell host what time you will arrive

· Expected attendance ______________

· Remind host bookings can be used to start business

· Tell host how much you are looking forward to show and express appreciation for host’s efforts.


	
	

	Thank you note sent day after show.
	
	

	Follow-up call 10-14 days after show
	
	


Booked From __________________________























