“New Hostess Files”

As soon as I get a “New Show” booked, I make a file for my “New” Hostess.  The attached forms are what I put in each new hostess file folder.  Doing this helps me to keep track of what I have done and still need to do for each show.   I try to make 10 to 15 of these folders up with no name, it’s easier to stay on top of my shows and keep me organized.  

· The Hostess Information Sheet & Show Checklist, (This form is NOT attached, you will pull this out of the Hostess Packet when she books her show and put it in her Hostess File) this form will help keep track of what needs to be done to have a successful show.

· Once I have received the guest list and sent the invitations out, I mail the letter to my hostess telling her that the invitations have been sent and what she needs to do next to make her show be successful.  Explaining about her outside orders, contacting her guests and I even give her a $50 incentive for each booking she gets before her show starts.  PLEASE REMEMBER, THIS IS ONLY WHAT I DO, YOU DO NOT HAVE TO OFFER THE SAME INCENTIVES, THIS IS JUST A SUGGESTION.
· After the letter is sent out, you will only have the Keys to success form (this form helps YOU keep track of incentives you may have given to her so you know the day of her show what she has earned from you.  She has the same form in her hostess packet) (2) copies of the “Hostess Goal Sheet” and the “Show Summary and Hostess Selection Form” left in the hostess file.  At the end of the show, you will figure out what the hostess has coming to her at that point, if she doesn’t want to close yet, you give her one copy of the “Hostess Goal Sheet” with the totals on it, you write the same totals on the 2nd copy and keep it in her file so you both have the same information.  MAKE SURE you talk to your hostess and write down a specific date and time that you can call her to close her show.  This way you BOTH will have all the information you will need to complete her show.  

· After her show is closed and entered into the computer, BEFORE I hit the submit button, I put her show summary in the print preview mode, highlight and copy her whole show summary and paste it onto an e-mail message to my hostess, AND I add the attached thank you note at the beginning of my e-mail before the pasted show summary.  This is VERY important because her order will come quickly and she will not know what customer number goes to each guest.  
I hope this information is helpful to you as you start your new business adventure.  Thanks for joining my team and giving lia sophia a chance.  I hope after your qualifying period you enjoy the business and decide to stay on my team.  I will do everything I can to help you make your business a success.  If you have any questions at all please feel free to call me anytime, the easiest way to reach me is on my cell phone (815) 955-4557, leave a message at home at (815) 467-1035, or e-mail me at lsgems@yahoo.com.  

Thanks Again!

Wendy

