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Host Checklist

FOR THE MONTH OF


	HOST 
	PHONE
	HOST
	PHONE
	HOST
	PHONE
	HOST
	PHONE
	HOST
	PHONE
	HOST
	PHONE

	THEME/RECIPES
	
	
	
	
	
	

	SHOW DATE
	
	
	
	
	
	

	SHOW NUMBER
	
	
	
	
	
	

	WEB CODE
	
	
	
	
	
	

	Thank Host for Booking
	
	
	
	
	
	

	Create Website for Host
	
	
	
	
	
	

	Prepare Host Postcards
	
	
	
	
	
	

	Mail Host Packet
	
	
	
	
	
	

	 Coach Host #1
	
	
	
	
	
	

	Coach Host #2 
	
	
	
	
	
	

	Reminder Calls 
	
	
	
	
	
	

	Add Emails to My Address Book 
	
	
	
	
	
	

	Thank Guests / Add to Orders
	
	
	
	
	
	

	Thank Host After Show
	
	
	
	
	
	

	Close/Submit Show
	
	
	
	
	
	

	Print Receipts
	
	
	
	
	
	

	Mail Receipts
	
	
	
	
	
	

	Contact Host Upon Delivery
	
	
	
	
	
	


