Pending Hostess Checklist

Name                                                         Address                                                                           Phone                                                          Email

	CONTACT
	TO DO
	WHEN
	NOTES
	DONE

	1st
	Give hostess packet
	Day your hostess schedules
	Review hostess packet.  Remind her of over-inviting and outside orders. Have her do the 40 guests in 4 minutes sheet.
	

	2nd

	Send a “Thank you for Scheduling Postcard.”
	Day of or day after she schedules
	EXTREMELY IMPORTANT STEP!!!!!!
	

	3rd
	Send “I hope you’ve invited everyone!” postcard.”
	3-4 days after she has scheduled.
	Remind her that you want to make sure she over-invites, because about ¼  of the people that she invites will come.  Remind her to get outside orders from those that can’t attend. 

	

	4th
	Call her.
	One week before PARTY
	Check in to see how everything is going.  Keep her excited—mention the items she wants for free/mention the specials that are occurring at that time.  
	

	5th
	Call her.
	4 days before PARTY
	Find out how many people she has coming. Get their names.
Remind her to call her guests with a reminder call and for them each to bring a friend.
Re-excite her!
	

	6th

	Call her. 
	Day before PARTY
	Get Directions.  This may be where she has had some cancellations, so you need to reassure her, and encourage her.  Let her know she is going to have a GREAT PARTY!
	

	7th

	Do the PARTY
	
	Arrive ½ hour before the PARTY.  Talk to her about becoming a consultant and turning this PARTY into her business launch.
Give her a “mini-goal”  (Example:  Get 4 more orders and I’ll give you a free gift.)
	

	8th

	Close the PARTY
	2 days after PARTY
	Make sure not to close the PARTY later than 2 days, give her time to achieve her “mini-goal.”
	

	9th

	Send her a Thank you postcard.
	Day after you close the PARTY
	“Thank you so much for hosting a PARTY.  Your order will be arriving in 1 ½ weeks.  It will arrive via UPS/I will be dropping your order off.
	

	10th
	Follow up Call
	4 days after she’s received product.  
	This is a great time to check in, see how they liked their products, and re-book her.  
	


