Hostess Coaching Checklist

Hostess________________________ Booked party from___________________

Address____________________________________________________________

Phone Number________________________ Email_________________________

Party Date _____________________________________ Time________________

At your Party or fair:

___  Schedule Party date and time. Tell the hostess the date is not committed until you receive a 

       guest list back. 

___  Present and briefly review the Hostess Packet. Confirm a time to call the next day.

If your booking is a pre-booking by phone:

___  Mail Hostess packet, schedule Party date and time, and complete below.

___  Thank new Hostess and offer a special gift for pre-booking her Party.

  Call #1: Contact Hostess the day following booking her date.

___  Confirm the Party date and time. Reschedule immediately if necessary.

___  Ask if she is interested in having a “Buddy Party”.

___  Set up an evite and review with your hostess.

___  Review Hostess benefits and establish a big wish list! Determine a sales goal. 

___  Request Guest List be sent within 3 days to confirm date and request hostess to partner up

       with you to assure a successful party. 

___  Review “think of these groups” and help brainstorm list. (Tell her to expect 1/3 will attend.) 

___  Select a theme Party if requested.

___  Coach Hostess to invite Guests by phone or in person and to ask “Can you come?”

___  Explain that we will be mailing reminders 10-14 days before the party and making a quick 

        courtesy call right before the party.

___  Ask Guests to invite a friend, or two, or three! Request 10 Buying Guests at your party.

___  Encourage Hostess to collect 5 or more outside orders.  

___  Ask for at least one pre-booking. Offer an incentive if you wish.

___  Review booking gifts and note her selections.

___  Explain how to complete order forms and payment procedures by check and cc. 

___  Explain why reminder calls are important.  Determine who will call the Guests.

___  Review the Candle Challenge challenge with your hostess.

___  Offer the CH opportunity to your Hostess and ask for referrals of who may be interested.

___  Mail “Hostess Confirmation Letter”.

Call #2:  Follow up call about one week after Party is booked

___  Confirm receipt of Guest List. Call Hostess if not received.

___  Discuss ideas for boosting attendance if Guest list is less than 30 names.

___  Inquire how many Guests are “yes” and “maybe.”  Who wishes to book a Party?

___  Ask how many outside orders have been collected.  Remind her to show the catalog.

Two weeks prior to the Party

___  Mail reminders (party mailers) and include promotions, specials, theme party sheets, and/or 

       a “Note for Invitations”.

___  Mail “Sent out Reminders Letter” to Hostess confirming reminders were sent.

Call #3:  A day or two prior to the Party

___  Make reminder calls to Guests/Remind Hostess to make the calls.

___  Review Party details including set up, arrival time and directions to her home.

After the Party

___  Review sales and wish list.  Determine a new goal to achieve.

___  Ask Hostess to contact Guests for orders who were unable to attend.

___  Help Hostess select her free and ½ price merchandise.

___  Ask Hostess to rebook with the next catalog.  Offer her a Preferred Hostess Program.

___  Make Customer Care calls.      

___  Send your Hostess a thank you note.
