Setting Up a Show -A Timeline

You’ve booked the show, given your hostess her packet, and 

thoroughly hostess coached her—now here’s what you do:
Two weeks before the show

Call the hostess to make sure she has called everyone on her list and personally invited them. Many people have never heard of Usborne books and by speaking to her guests personally the hostess will have the chance to talk about them.  Once she invites them by phone or in personal she can mail the invitation as a reminder card.
 Ask your hostess if she needs any more invitations or if she has any questions.  Remind her to show the catalog to anyone who can’t attend and take outside orders (Again, a good goal is for her to have at least “five before you arrive.”)


This phone call to your hostess is vital to avoiding cancellations! 

Three or four days before the show

Call the hostess to see how many people she is expecting.  Ask her to make a reminder call to her guests and tell each guest that if they bring a friend you will give the guest a free book.  This gives her a reason to give her guests a call. MAKE SURE you stress to your hostess how important it is to make these calls! Her attendance will increase, and in these busy times, people appreciate the reminder.

 NOTE: if you use raffle tickets in your presentation, the hostess can tell her guests to wear the color red (or whatever color you like), and if they do they will get an extra raffle ticket. Again, this just gives the hostess a reason to call her guests.

Day before OR day of the show

Confirm your arrival time and make sure you have directions. Ask her for a final head count.  Be positive and excited! If you are, she will be too!

