HOW TO MAKE THE MOST OF THE HOST GUEST LIST.
.

The Pampered Chef® has been encouraging us to take control of our businesses and our shows by sending invitations for our hosts since Leadership Conference a few years ago.  I will admit, I was a bit hesitant to embrace the idea at first, simply because it seemed like something that was going to increase MY work load.  Then it dawned on me, that when I was a Molecular Biologist and doing cancer research, if I left a portion of a major research project to someone who was not as vested in the outcome as I was, often times, I would end up RE DOING it all anyway. Time was not saved, but wasted…as were resources that went into the failed first attempt.

 So, it is with this business.  The host is not as dependant on the show as YOU are.  As Robin House said today…it is YOUR business, not hers.  Sending the invites for the host increases bookings because they realize that they are getting our great products for minimal effort. That is part of our customer service to the host.  Secondly, it minimized cancellations, because once those invites are sent, she is committed to the show or risks embarrassment when she has to call everyone and cancel the show.  Thirdly, I have total control of my calendar, because I do not consider a show to be truly BOOKED UNTIL I have the guest list!  I even let them know that their guest list will “LOCK IN” the date for them, otherwise, after a week I will OPEN THAT DATE BACK UP ON MY CALENDAR.  Try this method and you’ll find that obtaining the guest list is not as hard as you might have thought.

OK.  So you now have a list of 50+ names, addresses and phone numbers from a host who is booked for a date a month from now.  What do you do with it?  This is the part that scares many away from offering this service, despite the benefits listed above.  I have heard of a lot of people manually writing out the invites, using the glue backed labels, using Words mail merge feature etc….and if that is working for you, GREAT! However, I believe we should work SMARTER, NOT HARDER, and if you are one who has missed out on the value of sending out invites for your host because the LABOR involved scares you, then this may be worth the read.  

It is my general opinion that the home base for everything is Pampered Partner Contact management. I don’t like to have to retype contact information into my computer a dozen times (once in Word to create invites and labels, then into my email for the newsletter, then into Pampered Partner for those who ordered, then into the website contact information for e-vites….ick!) Since EVERY PERSON ON THE ORIGINAL GUEST LIST IS A CONTACT, I don’t want to lose the ability to contact those people at a later date.  I have found that if you put everyone into PP FIRST, you can:

· export the data base to outlook 
· and to your personal website 
· AND you can print labels for your invitation postcards.  
· Plus, you already HAVE the host’s guest list for future shows!!!  This makes REBOOKING HER EASY!

It is the third item that requires a little extra technique, and I will attempt to break it down here so that even the “least computer literate among us” can understand it.  (To protect the identity of my contact list, I am going to make up a show host and use fictitious guest identities…please indulge my creativity and understand that your guest list will contain far more than Mrs. Claus has invited)
Once I have the guest list:

1. I enter her show data (yes, I assign a show number and enter her into PP…even if it is a show that is a month or more in the future.  This also keeps me on track with my host coaching since her show is already in the system)
2. Enter host information.
3. Then enter each person on the guest list just as you do customers who place orders on the show.(After all, wouldn’t you LOVE for all of them to BE customers?) (
4. IMPORTANT! Since PP doesn’t recognize the GUESTS as CUSTOMERS,  UNLESS THEY’VE ORDERED…you MUST ENTER AN ITEM IN THE SALES RECEIPT FOR EACH PERSON.  (I usually just enter a citrus peeler for everyone, you’ll remove it later)  


At this point, YOU WILL HAVE A SCREEN VIEW THAT LOOKS LIKE THIS…..
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Now, once all guests are entered and an item is “temporarily” entered on their receipt…
5. go to the REPORTS OPTION (top of the menu bar…PP on a piece of paper) and 
6. select “ALPHEBETIZED CUSTOMER/HOST LIST”
If you’ve never used this report before, this is where it is on the reports menu..
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7. Then, once the option window comes up.  

· Select the “date range” option.

· Enter the show date as both the start date and end date

· Sort report by last name
· Select Mailing Label option

· Select Avery 8660 as Label Option (for the standard 30 to a page labels)
· Your window should look something like this….
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8.  Select “ok”   -you will get the following window….
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9. Click PRINT and you get the following view…of course, each page of labels will hold 30 names…and yours will be full…remember, this is only a sample.
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10. IN this form, you can now print out mailing labels for your hosts show.  
· Print one set on label paper (Avery 5160 labels, 30 to a page, 1”x 2-5/8th”), 
· and one set on plain paper.  Use the second set as your master guest list and quickly see who has and has not ordered after the show.

11. I print invitations on the company postcards using the following template in Microsoft Word™.

12. Then I affix the labels and mail them out 2 wks to 10 days prior to the show.

13. Be sure that you go back and remove the “citrus peeler” order from each guest receipt prior to submitting  the show to home office.  
I use a laptop at my shows, so having the guests already in the computer saves a lot of typing and allows me to see instantly all of those who were “brought” by someone else.  At that point, I add them and give a gift to the guest who brought a friend. 
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Below is what the invitations will look like after you have printed them on your printer.  

Of course, you may have to tweak the settings a bit to get the items to line up just right, but the overall impression is nice and it takes very little time to print a whole pile of cards if you have a good printer.  Then, adding labels is a breeze and the invites are ready to go!  
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NOTE:  I mentioned that I ask the host for the phone numbers too.  This is very important for 2 reasons.  
· First of all, if you want to make the reminder calls for the host, you will surely double attendance.  I use www.postcalls.com to make my calls for me.  I add the phone numbers, record a one minute message that will be played to each guest, and set the calls to be delivered DURING THE DAY PRIOR TO THE SHOW.  This is when I am most likely to get an answering machine and they don’t even realize that it was not me in person, but a recording.  Those who do get the recording, are impressed at the ‘high tech’ manner in which we run our businesses.  If you need more information on this or want the special call rate, feel free to use me as a reference, my code is 9038580066 (same as my phone number).
· Secondly, I can call those who did not attend and extend my services to them in customer care calls.  People are so surprised when they get a personal call from someone after a party that they didn’t even attend!  This often yields extra sale and bookings for the host, provided I make the time to do it the day after the show.
I feel that this is the easiest way to ensure that I maximize the use of my time in dealing with a host’s guest list.  The time I spend BEFORE the show setting up the guest list is SAVED AFTER the show, when I am most often under a ‘crunch’ to close and submit the show by a deadline.  I hope this helps all of you to maximize those guest lists 
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