Host Name

Address

Phone

E-mail

Preference on contact—Phone or e-mail?  Best time to call?

Show Date/Time 
Show #
Date
Sent Packet

Set up Website

Call Host-go through packet


Guest list


Extra invites?


Specials


Host rewards—booking incentive 


Website questions?


Recipe

Mail out any additional info she needs

3 weeks before show—Contact host if you haven’t received the guest list

2 weeks before show—Send invitations

1 week before show—

Call host and encourage her to send out e-vites 


Offer to make reminder phone calls


24-48 hours before show—call host 



Attendance?



Shopping list?



Driving directions



Bookings?



Make wish list



Outside orders


Close show


Enter in all customer info into P3


Mail out receipts


Send Thank You card


“Out of the Box”  Customer Care Calls

Extra Info

Past host #


Exp. Date

Bookings

# of people who attended show

Notes:

