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Host Checklist

FOR THE MONTH OF

MAY 2011


	Host 

Phone 
	Address

Email   
	Host 

Phone 
	Address

 Email
	Host 

Phone 
	Address

 Email
	Host 

Phone 
	Address

 Email
	Host 

Phone 
	Address

 Email
	Host 

Phone 
	Address

 Email

	RECIPES
	
	
	
	
	
	

	PARTY DATE/ TIME
	
	
	
	
	
	

	TYPE OF PARTY
	
	
	
	
	
	

	SHOW NUMBER
	
	
	
	
	
	

	WEBSITE PASSWORD
	
	
	
	
	
	

	Thank Host for Booking Email
	
	
	
	
	
	

	Create Website for Host
	
	
	
	
	
	

	Mail Host Packet
	
	
	
	
	
	

	Guest List Received
	
	
	
	
	
	

	Invitations Sent
	
	
	
	
	
	

	Host Specials Emailed
	
	
	
	
	
	

	Booked From 
	
	
	
	
	
	

	PC Opportunity Offered 
	
	
	
	
	
	

	Host Coach Call #1
	
	
	
	
	
	

	Host Coach Call #2 
	
	
	
	
	
	

	Host Coach Call #3 
	
	
	
	
	
	

	Update Contacts in P3
	
	
	
	
	
	

	Send Guests Recipe Email 
	
	
	
	
	
	

	Thank You Note sent to Host 
	
	
	
	
	
	

	Close/Submit Show
	
	
	
	
	
	

	Bank Deposit
	
	
	
	
	
	

	Print & Mail Receipts
	
	
	
	
	
	

	Print Show Summary Report
	
	
	
	
	
	

	Contact Host Upon Delivery
	
	
	
	
	
	

	Customer Care Calls 
	
	
	
	
	
	


