
NAME: ___________________________________

Welcome to the wonderful world of Usborne Books!  I am excited to have you on our team!  Here are some tips, suggestions and ideas to get you started.  With this packet you will receive a computer disk that contains useful letters and information we use in the business.  When I refer to a document that is on the disk, it will be in “italics”.

When you have questions, please check your manual first.  If you can’t find the answer there, call your sponsor.  If she can’t help you, feel free to contact me!
Amie Beamer

330-829-0794

amiebeamer@hotmail.com
A.  GENERAL INFORMATION

Training

The following free, ongoing training is available to you.  Utilize it to the fullest - make your business a success!

# 
Monthly Meetings - Held 1st Monday of the month in Alliance at 7:00 pm.  Provide in-depth training on various topics related to your business.  Includes tons of product knowledge and helpful hints - support and recognition.  It is highly recommended you attend these meetings.  They last 2 hours and, in additional to everything else, are fun!
# On-line Monthly Chat Meetings – Held the 2nd Monday of the month at 9:00 pm EST on the UBAH consultant website.  Go to “Chat Options” and select “Chat Rooms”.  From there click on UBAH/Start under the Logged Chat section.  Select Dreambuilders training room, enter your name and where you are from and then “Enter Room”.  These are offered to all Dreambuilders by Dreambuilder supervisors from across the country.  If you are unable to attend a monthly meeting in your area, these are a great alternative.  Or, if you are looking for additional training, you will find it here!  The chat lasts 1 hour.
# 
New Consultant Training - Offered to you when you join the company.  It covers getting your business started, the progression of a home show (booking - closing) and basic paperwork.  1 ½ hours.  Various locations/dates.
# 
Business Kick-Off Checklist - Exercise designed to familiarize you with the company, its product and the support available to you.
# 
S&L Training - Offered once/month to those who have completed their incentive period.  Covers RFTS, bookfairs, booths and selling to schools and libraries.  1 ½ hours.
# 
Postcard Training - Series of 12 postcards mailed to new recruits during their incentive period.  Covers all aspects of the business.
# 
Email Training - Series of emails sent to new recruits during their incentive period.  Covers all aspects of business - more detailed than postcards.
# 
UzBuzz - Monthly newsletter created by your upline.  Mailed to you.
# 
UBAH Newsletter - Monthly newsletter from the company.  Mailed to you and available online at your myubah.com page.
# 
Chats - Held throughout the month and covering a wide variety of topics.  These chats are moderated by the leaders of our company - learn from the best!
# 
National Convention - The best training available!!  Definitely something to attend.  Held every year (early summer) in Tulsa, OK for 3 days.  Packed with seminars, workshops, recognition and fun!  Plan to set aside a small amount of money from each event you do to put toward attending Convention.  It’s an investment in your business - an investment in YOU!
One-Step-At-A-Time Awards
These awards only come around once.  Utilize them to the fullest.

Other Awards
In addition to periodic challenges and contests I run within our Central Group, the following awards are available for you to earn at our monthly meetings.  You must attend in order to claim your prizes!!  If you can’t make the local monthly meeting, please let me know what online meeting or chat you attended so I can award you your prize!

# 
Crown Charm - awarded to the consultant in the Beamer Central Group with the highest monthly net sales.

# 
Key Charm - awarded to consultants with 4 posted events in one month (posted event = home show, bookfair/RFTS, S&L order)

# 
Dollar Charm - awarded to consultants with $1,000+ net sales in one month

# 
Seed Packet Charm - awarded to consultants for each recruit they sponsor

# 
Rose Charm - awarded periodically, at the discretion of the supervisor, for that “above and beyond” achievment

# 
Big Book of Playtime Activities - given upon completion of the New Consultant Checklist

# 
Charm holder pin - given upon reaching Bronze level

# 
Book rack - given upon reaching Platinum level and signing one recruit

# 
Name tag - given when you sponsor a Bronze recruit during your incentive period

# 
UBAH apron or tote - given upon reaching “A Step Above”

# 
UBAH expandable briefcase - given upon reading “A Step Beyond”

Your myubah.com Page
The company provides all consultants access to tons and tons of helpful information on the internet.  Go to www.ubah.com and click on “consultant login” at the top.  You’ll want to bookmark the login page.  Simply enter your consultant ID# and password and it takes you to your “myubah” page (you’ll hear this a lot!).  From your myubah page, you can access all the information the company makes available to you.

B. GETTING STARTED
BEFORE YOUR KIT ARRIVES...
Lining up Bookings

First and foremost, you want to work on lining up bookings.  You do not need to have your kit to line up home shows!!  The more home shows you do during your incentive period, the more beneficial it is for you.  It is recommended you schedule 4-6 shows in your first month.  Please contact me if you need ideas on bookings. Lining up bookings is critical to a successful start with Usborne!

Supplies
While you are waiting for your kit, you may want to start gathering some supplies.  Usborne will send you company-specific supplies (postcard invitations, catalogs, order forms, etc) in your kit, but you can start collecting general office supplies now.  See ATTACHMENT 1 for office supplies you may need in your business.

Business Labels and Cards
You can create and print your labels on your computer while you are waiting for your kit.  I use both return-address size labels (Avery 8167) and larger address size labels (Avery 5160).  Remember, you must always specify “independent” Usborne Consultant when you use the Usborne name.  On the disk, there are templates for various labels.  I order my business cards online at www.vistaprint.com  They have numerous FREE styles - you just pay shipping.

AFTER YOUR KIT ARRIVES...
Putting Together Packets

When you get your kit, you can put together the “packets”.  ATTACHMENT 1 shows you what goes in each packet.  I always put recruiting information in each hostess packet.  You can use the generic “recruiting tri-fold” brochure from your disk, or you can use something more personalized like the “ReadMe! ReadMe! ReadMe!” document.

C.  SETTING UP A SHOW: A TIME LINE
Book the show
Here’s the process to follow once you have secured a date for the show.

! 
Mail or give the hostess her hostess packet.  Explain to her what is in the “Successful Home Show” tri-fold (also called “hostess guide”) that is in the hostess packet - writing on it as you go over it with her.  Hostess coach her using ATTACHMENT 2 as a guide.
! 
The next day, mail the hostess a “booking letter/hostess confirmation”.  This kid of “seals the deal” with the hostess and gives her written confirmation of the date and time of her show.
! 
Fill in the “show summary 1 & 2” sheets and place in the show’s sheet protector.  This gives you general information about your hostess and reminds you what incentives you have offered.  You will fill in the information in the upcoming weeks to remind you what you and your hostess discussed during your phone calls.
! 
Place a copy of “show tally” in the sheet protector.
! 
The tax rate for your show will be determined by where the books are shipped.  To find out the individual rates for different counties, look them up on the internet.  I print a hard copy of this and carry it with me to shows.  It is updated about every three months, so keep rechecking to be sure your rates are current.
Two weeks before the show
Call the hostess to make sure she has contacted (by phone or in person) as many people as possible from her guest list.  Ask if she needs any more supplies or if she has any questions.  Let her know to mail her reminder postcards.  Remind her to pass out the catalog to anyone who can’t attend.  Phone calls are vital to avoiding cancellations! (Set up her e-show, if applicable.)

One to two days before the show
Call the hostess to see how many people she is expecting.  Tell her to give everyone a reminder call - be understanding that this is the most difficult task for hostesses, but be firm.  She needs to make those reminder phone calls!  Even best friends forget things - we all appreciate a reminder!  Ask her to tell her guests if they bring a friend, you will offer the guest a free book!  (you can order “hotshots” from the promotional items - 99 cents each).  You could suggest other reasons for your hostess to call each guest: wear red, be on time, etc.  This ensures she will call everyone one last time.  Get directions to her house and confirm your arrival time.

D.  THE SHOW
Arrive

I show up about 20 minutes prior to the show.  It takes very little time to set your books out!

Set up
I like to have books EVERYWHERE!  Lay them on chairs, couches, etc. - people will have to pick them up!

Write up outside orders
Great guests

Be sure to great guests as they arrive.  “Welcome to Usborne!”  You could use the duck stickers as name tags - writing their name and the ages of children in their life on them.

Begin the presentation
! 
Try to watch the presentation of a current consultant - take notes and get ideas on how to run a show.  The DUCKS acronym (explained in your manual) is a simple and easy outline for a home show.  Listen to the audio CD of Judy Kinnee at National Convention.  She uses DUCKS and has some wonderful ideas.
! 
ATTACHMENT 3 will give you ideas for books to use in a DUCKS presentation.  Feel free to mix in your own ideas.  Most importantly, use books you are enthusiastic about.  Your excitement will be contagious!
! 
You can always get more knowledge about the books by asking me or my reading information on the Consultants Only Message Board and FTP site.  These contain a WEALTH of information, brochures, flyers, lists, etc.  I strongly urge you to utilize it.
After your presentation
! 
You must do the “Pretend Hostess” presentation if you want to have a good chance of getting bookings at your show.  See ATTACHMENT 4 for a detailed explanation of “Pretend Hostess”.  This is a PROVEN technique for getting bookings at your show.  It is the MOST IMPORTANT part of your show!
! 
Go over your customer survey form with your guests.  Be sure to mention the business opportunity!!
! 
Assist your guests with choosing their books.
! 
Write up orders, giving the customer the green copy of the order form.  Be sure to go over their customer survey when they are “checking out” - give them appropriate information, hostess packets, recruit packets, etc.
! 
Fill out the “show tally” form to leave with your hostess.  This will give her an idea of what she still needs in outside orders to reach her goal.
Closing the Show
! 
Send the hostess a “thank you” note.
! 
Collect (over the phone is fine) the remaining outside orders from your hostess, as well as her free and discounted book selections.  I ask my hostess to have remaining outside orders pay by check to her - then tell her I’ll take her credit or debit card number over the phone when we close the show.
! 
Enter the show in OPOL.  Be sure to get the previous hostess’ (if applicable) $20 for $5.  There are very detailed instructions on using OPOL on your disk “order pro instructions” - print them out to refer to.
! 
If you are shipping to hostess, send her the processing packet.  Include labels with your information on them - one for each book ordered.  Also include a “customer thank you” and plastic bag for each customer.
! 
Phone the hostess a week later to be sure her books arrived and to see if she has any questions.
! 
Make customer service calls to your customers, if needed.
ATTACHMENT 1
LIST OF BEGINNING SUPPLIES
ink pens, rubber bands (for invitations), paper clips

labels (return address size, address size)

big envelops (for mailing hostess packets and catalogs)

page protectors, binder

calculator

filing system for leads: large index cards, file box

business calendar

business bank account & credit/debit card

PACKET ASSEMBLY
(underlined items available from Usborne - you’ll receive these in your kit!)

Hostess Packet

1-2 catalogs


hostess guide tri-fold

3 customer order forms

30 invitations

business card


recruiting information (company brochure, something from disk, etc)


specials for the month - hostess, customer, recruiting (download from myubah.com site - download, newsletters, inserts)

Recruiting Packet

recruiting special for the month


company brochure “move the world”


flyer from disk


contract

business card


catalog - if they don’t have one

Customers at Home Shows

catalog


customer order form

customer survey



business card


bookmark (optional)

ATTACHMENT 2
HOSTESS COACHING
After you have secured the date with the hostess, you need to show her how to use the hostess packet to maximize sales at her show.

What follows is what I say to a hostess as I give her the hostess packet.  Or, I give her the information over the phone and then mail the hostess packet - if it wasn’t a booking from a show.  You may modify this as you choose, but I suggest new consultants use this until they are comfortable with the program.  Then, it will be easy to change and modify to better suit your individuality.

Here’s what I say:

In this packet you will find everything you need to help you have a great show!  Here is a hostess guide - read over it, it gives you tips to help you get the most free books.  Your show is booked for (date) at (time).  My contact information is here so you can call or email me with questions.

The most important thing you can do right now is to start creating your guest list.  Include everyone you know!  OVERINVITE!!!  Think from your holiday card list, not just your close circle of friends/family.  Don’t forget those with older children - sometimes they need our books the most!  Grandmas, aunts, teachers - just because they don’t have children doesn’t mean we don’t have books for them!  The most successful shows occur when the hostess overinvites from all areas of her life.  Only about 1/3 of those invited will be able to attend.  

Once you complete your guest list, I need you to invite them THREE TIMES.  

1.  I want you to personally contact as many people from your guest list as you can.  Usborne is not a house-hold name, so this step is important.  You need to invite them in person or by the phone - explain to them why you love our books, why you thought to invite them.  Be excited!  If they have the date free, ask them to mark it on their calendar and let them know you’ll be sending them a postcard reminder in the mail.  

2.  Mail your reminder postcards two weeks prior to your show - I will call you to remind you about this, I’m here to help you!

3.  A day or two before your show, I need you to make quick reminder calls to everyone you invited.  I know this is the most difficult part - I understand that!  However, it is vital to the success of your show that you make those reminder calls.  Even your best friend who swears she’ll be there may forget.  We lead 

busy lives and appreciate a reminder.  I’ll help you with the words, I’m here for you.  I understand this may be difficult for you :)

If someone can’t come to the show, ask them if they would like to see a catalog.  It helps if you can suggest some books yourself - there are so many in the catalog, it can get overwhelming.  Remind them to call friends/family out of town - have them look at your website (if applicable).  You can collect orders on these order forms.  If it would make you more comfortable, I can write up the orders when I get there the night of the show.

If someone is looking at the catalog and they seem really excited, ask them to host their own home show!  At every show booked from yours, you get $20 in books for $5 - that’s $15 for FREE!!  At the third show booked from yours, I will let you chose any item in the catalog for free!

OK, I think that covers the important information.  Do you have any questions?  Please feel free to call me anytime.  I will call you about 2 weeks prior to your show to make sure you have enough supplies and to remind you to send out your postcards.  OK!!  Start making your guest list and contacting your friends!

ATTACHMENT 3
DUCKS PRESENTATION
Our books have very specific design features most books simply don’t have.  I’m going to show you how they differ from other books on the market - I’m going to show you how that benefits you and your family.  I’ll use my fuzzy friend the duck to help me tonight.  I use D-U-C-K-S to help me explain the special features of our books so I don’t forget anything!  If you can spell DUCKS, you can do my job!

One of the great features of our books is the double page spread.  Peter Usborne recognizes book pages are a two-page spread, not a left and right page.  When kids read books, they lay them out flat, elbows down, to devour the book in front of them!  So, why not use that whole space to capture their attention?  This engages children!  Usborne illustrations are BIG and often cross the center of the book.  Today you have to be as big as a television or computer to capture the child’s attention.  Pictures like this can do it!

(Great Animal Search, Everyday Words, 1001 Things...)
Usborne books are filled with unlimited activity!  They let a child be part of their reading experience.  There are hundreds and hundreds of examples.  In our puzzle series, your child reads the page and then is asked a question to further the action in the story.  Young readers find the answers in what they’ve read or in the page’s illustrations.  More advanced readers get information from text and illustrations, then draw conclusions or make inferences.  These methods build the skills your children use thorough out their education - logic/reasoning skills, reading comprehension skills, etc.  But, to them it’s just FUN! There are many, many uses for one given Usborne book.  Everytime you pick it up, it’s a new experience!

(There’s a Mouse About the House, Kid Kits, Puzzle Adventures, Internet-linking)
Everyone has heard the expression “a picture is worth a thousand words”.  Well, Peter Usborne knows it’s true!  He has over 100 full-time illustrators on staff in London.  They often use cut-away illustrations like this.  They don’t just do this for the older children.  Our books start this at a very young age.  Removing part of a gas tanker wall to show it is divided into separate sections for 87, 89, 92 and diesel explains more to a 3 year old (or an adult for that matter) than anything you could ever say to them in words!

(Machines that Work, many history & science books)
Your kids will read our books, even kids who now seldom open books.  One reason is our high picture to text ratio.  Another is the layout of our books.  Open any Usborne Book and notice how the text is separated by headings and illustrations.  This makes information manageable.  Wherever your child looks in a 

book, they’ll find something that catches their eye and has a visible “end” to it.  They’re not overwhelmed by a page covered in words with one tiny illustration.  They get knowledge in bite-sized chunks.  Your child can start anywhere on the page, read a sentence or two, and learn something.  This is very exciting for them!  Also, when information is easily “filed”, it is easily “recalled”.  The layout of our books allows for this.  This is where Usborne excels far beyond any other books on the market - we have brain compatible books!  Our books are so easy to read - so easy to learn from!

(World of Animals, Science Encyclopedia, Book of Knowledge IL, etc.)
Look at our craft books and how-to books.  These titles are amazingly different from others you may have seen.  Why?  Because the step-by-step directions allow a child to perform the project himself.  Often a child does not even need to read yet.  By following illustrations, they will not only finish the project, but it will look like it’s supposed to!  There is no better way to boost a child’s self esteem than to put them in a position where they generate their own success!

(Big Book of Playtime Activities, Cookbooks, Big Book of Things to Do)
That spells DUCKS!  And that means Stephen Cartwright!  All Stephen Cartwright books have a hidden duck - most on every page!

(Complete Book of FYT)
These farmyard tales are a good example of our dual reading level books.  These books are written with a language expert so the emerging reader can read the top line and the adult reads the bottom line.  This provides a nice back and forth with the parent and the child. 

(This, of course, is a guide and can be altered any way you need to feel comfortable with it - or to highlight books you have and can show.)

Please feel free to ask me for ideas on other types of home show demonstrations!  Most of all, have fun!!

ATTACHMENT 4
PRETEND HOSTESS
When you have finished your presentation, it is time to convince your guests to have their own show.  This is the most important part of your show, so make sure you have everyone’s attention.  Here is exactly what I say for pretend hostess:

At the beginning of the show, I asked you to keep a list of the books you liked.  By now, there is a good chance your wish list is growing beyond your budget - and you haven’t even looked at our full catalog!  So, if that is the case, you should strongly consider hosting your own home show!  Our program is extremely generous - let me show you how generous it is...

For an average show, you earn $70 in free books.  Since our average book is about $7.95, that is about 9 books.  Pile up 9 books.  However, since I am a new consultant, if you book a show with me, I can offer you DOUBLE that amount - 9 more free books!  Pile up 9 more books.  On top of that, I offered the hostess more free books for meeting certain incentives.  Pile up xxx books (this will depend on the incentives you chose to offer).  OK, this is a huge amount of books - and this doesn’t even take into account all the ½ price books you can order!

We really do have a very generous program.  People usually are overwhelmed by the number of free books they can get (if the previous hostess is there and she got a lot of free books, ask her how many she got!).  I also have many people who decide to have a show not just to get the free books, but to give their friends the opportunity to see these great books in person.  So, if you are finding your wish list growing beyond your wallet - do consider hosting your own home show and getting those books for FREE!!

HINTS & VARIATIONS
Instead of piling the books up on the floor, you might want to select one of the guests to stand up and then you pile the books into her arms.  Or, you might let HER select the 9 books, etc. etc.  In this case, you would choose the person you think is most likely to have a show (not the current hostess!)

Never let them know when the end of your incentive period is.  Ideally, you want to book “close in” - about 3-4 weeks out.

If you have a certain date you really want to fill, off them an extra incentive for booking on that date.  For example...  On top of all these free books, if you book a date for one of the first 8 days in February, I will offer you the Book of Magic Kid or the First Book of Knowledge for FREE!!  (You would buy this book under “bonus book” in orderpro for 65% off - I have found this to be effective.)

You could mention the hostess only gets her double free books if someone books a show.

I have based my pretend hostess on a $400 show.  This is my goal and I usually attain it.  To get $400 - I tell people it’s usually 2 big orders ($100 each) and 6 medium orders (about $35 each).  I don’t mention exact numbers during the presentation, but it is good to have the information handy in case someone wants to clarify it.
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