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(By Nancy Francis, Ex¢cutive Director)

[ have found this method to be very helpful for organizing your business. It is simple and allows you
to be able to refer back to past host’s shows instantly. I use this system with the Host Information
Sheet*. Even though this all can be done in Pamyiéred Partner on the computer, often times you need
to be portable and have free time to work on your PC business while not at home or if family
members are on your computer. [ also like to jot down notes on the page without being attached to
the computer. Lastly, you put the host sheet in a sleeve protector and off you go to your show with
directions written on the bottom. 1 love it!

You will need the following supplies, which can be purchased at an office supply store:

-ONE THREE RING LOOSE LEAF NOTEBOOK

-ONE SET OF FIVE COLORED, TABBED SECTION DIVIDERS
-ONE SET OF "A" THROUGH "Z" ALPHABET TABS

-ONE SET OF JANUARY THROUGH DECEMBER MONTH TABS

Arrange the following in order from front to back in the notebook:
*TAB #1 labeled "CURRENT HOST’S"
*TAB #2 labeled "FUTURE HOST’S"
*ENTIRE SET OF MONTH TABS
*TAB #3 labeled "PAST HOST’S"
*ENTIRE SET OF ALPHABET TABS
*TAB #4 labeled "GIVE AWAY"
*TAB #5 labeled "HOST HOLD"

TO USE THE NOTEBOOK:
All shows that have been given a date should be filed under "Current Host’s". These are the shows
you are currently working with.

Shows that you need to date in the future and have an approximate month when the party will be
held should be filed under that month in the "Future Host" section.

Shows that have been completely closed should have the information on the bottom of the Host
Information Sheet completed and filed alphabetically under the past host’s last name.

"Give Away" tab is for bookings that you had tq‘cfve to another consultant for some reason. Be sure
to write on the tracking sheet the consultant that received the show, date and why you gave it away.
"Host Hold" tab is for'shows that haven't materialized for some reason or another. Write down why
they canceled or didn't schedule so you can call those hostesses at a later date when you need to fill
your show schedule.

* The Host Information Sheet (also called Host Coaching Checklist) is on the Printable Materials
CD in “Your Guide to a Successful Business”. Copy enough to have in the front pocket of your Host
Tracking Notebook and write out a Host Information Sheet for each booking you get right afier you
return from your show/ or bookings from care calls.





