SHOW CHECKLIST

___Catalogs/Guest List sheet to host

___TY letter, Planner, Host benefits, Mo. specials and OOF’s to host
___Entered on PWS, get tax % and password

___Email sent through PWS

___Directions printed from RandMcNally

___Attach directions to Host Coaching Sheet

___Entered into PP-address, tax %, mileage

___Print labels for invites

___Received guest list

___Call #1 (3 weeks before show)

___Mail $1,000 show checklist/Refrigerator Magnet

___Email ingredient list

___Invites mailed (2 weeks before show)

___Call #2 (1 week before show)

___Call #3 (1-2 days before show)

___Enter orders into PP

___Thank you calls to OO’s

___Follow up on bookings, etc. for show

___“Close show”- get all orders, host order

___All $ received

___Transmit show

___Print receipts and Thank you letter

___Mail receipts and Thank you letter

___Emails entered into address book

___CCC’s completed (3 weeks after show)
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