Steps for Party Planning
	Facebook
	In home

	1.  Thank you note to the host for booking
	1.  Thank you note to the host for booking

	2.  Send a Confirmation Email and Save the Date
	2.  Send a Confirmation Email and Save the Date

	3.  Send Host packet in a Priority Mail Envelope (Bottom to top):
*Opportunity Flyer
*4-5 Catalogs & Flyers
*8 Order Forms
* Cover Letter Printed out
Tuck a Smidget/Key Chain/ Peeler on the side as their gift for hosting
	3.  At the party give to the host the Host Folder:
*Left Side: $1000 Party Check List & 5 Flyers w/8 order forms
*Right Side: Opportunity Flyer w/ 2-3 Catalogs

	4.  Let host know the packet is on its way via messenger or calling
	4.  Create a Facebook invite as One of the tools to remind- Mailed Invites are the best way to get people there…and to be sure the party will hold

	5.  Open Group 7-8 days before the Party day.  No more than 10 days before.  Stress to the host not to add no more than 50 people to the group and only AFTER they have been personally invited.
	5.  Mail out Invites 7-10 days before the party.  If you do not have addresses remind host 2-3 days before they will get extra gifts for providing 30 of them

	6.  Day you open the group: 
*Post the Catalog in an Album
*Post the Specials
*Message the Host that the group is open and provide a message that they can send Individually (STRESS NO GROUP MESSAGE)
*Post on their page that the party is up and running and give the link to the group so people can request to join

	6.  Connect with the host 3-4 days before the party to see how the search is going for the Golden Tickets.  Encourage them to call or text their guests this question: Did you win? When they ask: What?  The host can ask about the Golden ticket and the party

	7. Do no more than 1 post a day.  Encourage the host to comment.  If they do not comment no one will comment.  If past hosts are in the group ask for their help as well
	7.  Day before party send a reminder email about what you will need, the check list and asking them to call you to confirm counts and # of items completed for gifts


	8.  Day before party ask if they have a wish list so you can show pictures of it and ask people what would be on your wish list
	8.  Set up your items the day before/of with:
* the number folders/catalogs the host will come plus a few extras. 
* Prepare 3-4 Host packets.  Be sure anything that needs to be printed is
*Any food you are bringing

	9.  Day of:
*Do the Pre Posts & Connect with the Host
* Do not let people think the party is staying open longer than the night of
*Post and comment…show excitement
*If you feel comfortable going Live – Go live to show how excited you are
	9.  Day of:
*Show up ½ hour before
*Wear Business Casual Clothes – no jeans or t-shirts
*Demo no more than 1 hour
*Take orders for about ½ hour 
*Leave behind the Yellow Copies of the order forms so that they can sort
 *Leave with the Host order or at least payment with the Credit Card.    Let the host know how close they are to the next level

	10.  At the close of the night if there is time extend it one day only so people are motivated to complete the orders.  Let the host know who was on (if using a group you will see the “seen by” with each post.  Have them thank the people who came and those that didn’t order.  Close the next day.
	10.  After party closes email the host the tracking information. If any changes have been made to the order forms let them know.  Mail a thank you note too!

	11.  After party closes email the host the tracking information. If any changes have been made to the order forms let them know.  Mail a thank you note too!
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