Cooking Show Host Information
Name: _______________________________ Show Type__________________

Date/Time: _____________________

Address: __________________________________________________________

__________________________________________________________________

Phone - H: ___________________________ C:___________________________

W:_______________________________ Best time/number: _________________

email: ____________________________________________________________

Booked from: ___________________________________Special: _____________
· Host Packet given/mailed (date) _________________________

· Guest List with SASE given/mailed (date) _________________________

· Return Guest by (date) ______________________ Date received: _____________________

· Mail Guest Invitations 2 weeks before show (date) ___________________________________

· Set-up show on web-site and email host (date) _________________ p/w_________________

· Set-up and host’s home—location/table needed/special equipment? _____________________

· Enter Host & Show info in PP3 (date) ____________________________

· Check RSVP’s with Host

· Demo Recipe for show: _______________________________________________________

· Driving Directions to Host’s home



Date Closed: _____________

· Enter Guest Orders

· Deposit guest checks

· Add Host and Guest email addresses to address book

· email Host and Guests any requested information

· Include Bookings

· Enter Host’s order and payment

· Balance show 

· Transmit show

· Print receipts for Host and outside orders

· Host Thank You letter

· Mail receipts and letter to host

· Enter Show expenses in PP

· Verify Show delivery with Host

· File show
Postcards





_____    $1000 show








_____   Invitations in Mail








_____   Guest can’t make it?








���_____   If you call








_____   We need to talk








