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Goals & Plans 
I get up every morning both determined to 

change the world and to have one heck of a 
good time. Sometimes this makes planning 

my day difficult. - E.B. White 
 





 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My Vision Board 
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What are your top values? 

What do you not ever want to have to sacrifice & why? 

What drives you to continue moving forward in your life and business? 

What does success in life mean to you? (Not anyone else’s definition or comparing yourself to anyone else.) 

What does success in business mean to you? (Not anyone else’s definition or comparing yourself to anyone else.) 

What does living "your best life" mean to you? How would a typical day be spent? What emotions, 
characteristics, lifestyle, financial, home, relationships, mental and physical state would you be in? 

What one word or phrase will you commit to living by in order to always be creating and living your best life? 
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My  Best Life 
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My Goals & Dreams 

  
The reason I joined my company is... 
 
 
 
The things that are most important to me and that I enjoy the most are…  
 
 
 
If I could wave a magic wand and change anything in my life, I would change…  
 
 
 
I need this the most in my life right now…  
 
 
  
The hopes and dreams I have for myself & my family are… 
 
 
 
My ideal day would look like (how I feel, my  schedule, what I  would spend my time doing)... 
 
 
 
It will take this much money each month / year for me to achieve my dreams… $______________ 
 
f I could make that income, the first thing I would do is... 
 
 
 
The main goals I hope to achieve in my business are... 
 
 
 
I am willing to commit __________ days or ________hours each week to my business to achieve my dreams.  
 
I think my greatest strength that will help me succeed is…  
 
 
 
I can use this strength to help me succeed by…  
 
 
 
I think my greatest weakness that might hold me back from achieving my goals is…  
 
 
 
I can overcome that weakness by …  
 
 
 
My goals for the next 3 months, 6 months & 1 year are: 
3 Months:    6 Months:    1 Year: 
 
 
 
 
 
 



 
 
 
 
 

 
  

Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 

 
 
Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 
 
 
Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 
 

Goal Planner 
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Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
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Goal Planner 
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Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
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Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 

 
 
Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 
 
 
Goal: __________________________________________________________________________ Goal Date: ________________________ 
 
My Motivation for achieving this goal:  
 
 
 
Steps to Take & Milestones to Achieve:   
 
 
 
 
 
 
How I will celebrate:  
 
 

Goal Planner 
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Schedule 
The secret of getting ahead is getting started.  

The secret of getting started is breaking 
your complex overwhelming tasks into small 

manageable tasks and starting on 
the first one. - Mark Twain 
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Income:  
 
 
Parties:  
 
 
Recruits: 
 
 
Team: 
 
 
Other: 
 

 
Social Media: 
• Products to Feature: 

 
• Holidays / Events / Seasonal Ideas: 

 
• Monthly Contest/Giveaway: 

 
• Lifestyle Posts: 

 
• Other: 

 
• Posts Scheduled: 

___ Wk 1    ___ Wk 2    ___  Wk 3   ___  Wk 4 

Newsletter / Blog Post(s): 
• Products to Feature: 

 
• Tip or Idea: 

 
• Special Offers: 

 
• Other: 

  ___ Newsletter Scheduled  / Sent 
___ Blog Post(s) Published & Promoted 

 
Vendor & Networking Events: 
Date          Event Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
   

Parties: 
Date          Host  Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________     

 _____    ____________________________   
  

 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
 
 

 

 
__ Business Hours Scheduled 
__ Business Supplies Ordered 
__ Business Materials Labeled 
__ Party Folders & Demo Kit Updated 
__ Host, Recruit, Fund. Packets Prep. 
__ Customer Goody Bags Prepared 
__ Team Prizes & RAKS Ready / Mailed 
__ Thank You Notes Ready / Mailed 
__ Monthly Income/Exp. Recorded 
__ Monthly Office Purge 
__ Monthly Email Purge 
 

___   ________________________________________ 

___   ________________________________________  

___   ___________________________________________  

 

 
Date       Time   Location / Link 
 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



 

Monday Tuesday Wednesday Thursday
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January 



Friday Saturday Sunday    Goals 
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Notes & Ideas 
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Income:  
 
 
Parties:  
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__ Monthly Income/Exp. Recorded 
__ Monthly Office Purge 
__ Monthly Email Purge 
 

___   ________________________________________ 

___   ________________________________________  

___   ___________________________________________  

 

 
Date       Time   Location / Link 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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Febuary
 
 



Friday Saturday Sunday    Goals 
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Notes & Ideas 

©CEO of Me®. All Rights Reserved. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
Income:  
 
 
Parties:  
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Team: 
 
 
Other: 
 

 
Social Media: 
• Products to Feature: 

 
• Holidays / Events / Seasonal Ideas: 

 
• Monthly Contest/Giveaway: 

 
• Lifestyle Posts: 

 
• Other: 

 
• Posts Scheduled: 

___ Wk 1    ___ Wk 2    ___  Wk 3   ___  Wk 4 

Newsletter / Blog Post(s): 
• Products to Feature: 
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 _____    ____________________________ 
 

 _____    ____________________________ 
   

Parties: 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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March
 
 



Friday Saturday Sunday    Goals 
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Notes & Ideas 
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  ___ Newsletter Scheduled  / Sent 
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 _____    ____________________________ 
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 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________     
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__ Business Supplies Ordered 
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__ Party Folders & Demo Kit Updated 
__ Host, Recruit, Fund. Packets Prep. 
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__ Team Prizes & RAKS Ready / Mailed 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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April
 
 



Friday Saturday Sunday    Goals 
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Notes & Ideas 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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May
 
 



Friday Saturday Sunday    Goals 
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Notes & Ideas 
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Parties:  
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Social Media: 
• Products to Feature: 

 
• Holidays / Events / Seasonal Ideas: 

 
• Monthly Contest/Giveaway: 

 
• Lifestyle Posts: 

 
• Other: 

 
• Posts Scheduled: 

___ Wk 1    ___ Wk 2    ___  Wk 3   ___  Wk 4 

Newsletter / Blog Post(s): 
• Products to Feature: 

 
• Tip or Idea: 

 
• Special Offers: 
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  ___ Newsletter Scheduled  / Sent 
___ Blog Post(s) Published & Promoted 

 
Vendor & Networking Events: 
Date          Event Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
   

Parties: 
Date          Host  Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
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__ Business Supplies Ordered 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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June
 
 



Friday Saturday Sunday    Goals 
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Notes & Ideas 

©CEO of Me®. All Rights Reserved. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
Income:  
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• Monthly Contest/Giveaway: 

 
• Lifestyle Posts: 
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Date          Event Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
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 _____    ____________________________ 
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__ Business Supplies Ordered 
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__ Party Folders & Demo Kit Updated 
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Date       Time   Location / Link 
 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
 

_____      ______       ______________________________ 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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July
 
 



Friday Saturday Sunday    Goals 

©CEO of Me®. All Rights Reserved. 



 
 

 
  

Notes & Ideas 
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Social Media: 
• Products to Feature: 

 
• Holidays / Events / Seasonal Ideas: 

 
• Monthly Contest/Giveaway: 

 
• Lifestyle Posts: 

 
• Other: 

 
• Posts Scheduled: 

___ Wk 1    ___ Wk 2    ___  Wk 3   ___  Wk 4 

Newsletter / Blog Post(s): 
• Products to Feature: 

 
• Tip or Idea: 

 
• Special Offers: 

 
• Other: 

  ___ Newsletter Scheduled  / Sent 
___ Blog Post(s) Published & Promoted 

 
Vendor & Networking Events: 
Date          Event Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
   

Parties: 
Date          Host  Name    
 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________     

 _____    ____________________________   
  

 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
 

 _____    ____________________________ 
 
 

 

 
__ Business Hours Scheduled 
__ Business Supplies Ordered 
__ Business Materials Labeled 
__ Party Folders & Demo Kit Updated 
__ Host, Recruit, Fund. Packets Prep. 
__ Customer Goody Bags Prepared 
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Date       Time   Location / Link 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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Friday Saturday Sunday    Goals 
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Notes & Ideas 
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Date       Time   Location / Link 
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_____      ______       ______________________________ 
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_____      ______       ______________________________ 
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Monthly  Action Plan  
Month of: ______________ 

Goals Business Tasks 



Monday Tuesday Wednesday Thursday
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Friday Saturday Sunday    Goals 
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Notes & Ideas 
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Social Media: 
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• Tip or Idea: 
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 _____    ____________________________ 
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 _____    ____________________________ 
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 _____    ____________________________   
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 _____    ____________________________ 
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Marketing 

Do what you do so well they will want 
to see it again and bring their friends. 

- Walt Disney 
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WEEK 1 WEEK 2 WEEK 3 WEEK 4 
1  1  1  1  

2  2  2  2  

3  3  3  3  

4  4  4  4  

5  5  5  5  

6  6  6  6  

7  7  7  7  
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20  20  20  20  

21  21  21  21  

22  22  22  22  

23  23  23  23  

24  24  24  24  

25  25  25  25  

RESULTS RESULTS RESULTS RESULTS 
________    No's ________    No's ________    No's ________    No's 

________    Bookings ________    Bookings ________    Bookings ________    Bookings 

________    Recruits ________    Recruits ________    Recruits ________    Recruits 

________    Orders ________    Orders ________    Orders ________    Orders 
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     Post Date: _____________________________ 
 
Post Title: __________________________________________________________________________ 
 
Product(s) to Feature: ______________________________________________________________ 
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Supplies needed: ___________________________________________________________________ 
 
Notes & Ideas: ______________________________________________________________________ 
 
___________________________________________________________________________________________________________________________________ 

Publishing Checklist 
____ Spelling & grammar correct 
____ Headings and paragraphs correct 
____ All links working & marked properly 
____ Tags & categories selected/added 
____ SEO keywords and phrases added 
____ Images aligned correctly 
____ Image title and alt set 
____ Image credit given (if not your own) 
____ Featured image set 
____ Post scheduled to social media 
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Customers 
If you work just for the money, you'll never make it, 
but if you love what you do and always put the 
customer first, success will be yours. - Roy Kroc 
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Parties 
Life might not be the party we hoped for, 

but while we are here we might as well dance! 
-Anonymous 
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Party Day & Date: _______________________    _______________  Time: __________________   Type:  Home   Catalog    Online 
 
Host Name: __________________________________________________________________    Pref. Contact: Phone  Email  Text   FB 
 
Phone #:  C: _________________________   H:_________________________   W:__________________________   Time Zone: _________ 
 
Email: ________________________________________________________________________________________________________________ 
 
Address:  __________________________________________________________________________________________________ 
 
  
First 72 Hours After Booking: 
 

___   Deliver or Mail Packet   
 
___   Explain Party Success Tips & Host Rewards 
 
___   Discuss Party Theme & Refreshments 
 
___   Mail Thank You for Dating Postcard 
 
2-3 Weeks Before the Party: 
 

___   Confirm Party Details 
 

___   Confirm / Remind about Guest List 
 

___   Send Save the Date Postcards or Emails 
 

___   Set up Online Party Link / Facebook Event 
 
Week of the Party: 
 

___   Touch base with Host 7 Days Before 
 

___   Touch base with Host 2 Days Before 
 
After the Party: 
 

___   Send Thank You Card Day after the Party 
 

___   Close Out Day: __________________________ 
 

___   Confirm Order Placed & Remind of est. delivery 
 

___   Contact when order ships / Sched. delivery 
 
 __   Add Guests to Customer & Newsletter List 
 

 __   Follow up 3 Days after Delivery with Host 
 

 _    Follow up with Guests 1 Week After 

   

 
Party Totals: 
 

Retail Party Sales: _________________________________ 
 

Total with Tax/Shipping: ___________________________ 
 

Host Credits Earned: ______________________________ 
 

# of Guests / # of Orders: ___________  /  ___________ 
 

Expenses: ________________   Profit: _________________ 
 

 

Bookings & Party Leads: 
 

Name:  __________________________________________ 
 

 Date: ____________  Type: _____________  Held: _____ 
 

 Name:  __________________________________________ 
 

 Date: ____________  Type: _____________  Held: _____ 
 

 Name:  __________________________________________ 
 

 Date: ____________  Type: _____________  Held: _____ 
 

 Name:  __________________________________________ 
 

 Date: ____________  Type: _____________  Held: _____ 
 

Name:  __________________________________________ 
 

 Date: ____________  Type: _____________  Held: _____ 
 

 

     Recruits & Recruit Leads: 
 
     Name: ______________________________ Joined: ____ 
 
     Name: ______________________________ Joined: ____ 
 
     Name: ______________________________ Joined: ____ 
 
     Name: ______________________________ Joined: ____ 

  

          Name: ______________________________ Joined: ____ 
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Party Planner 

Host Coaching Checklist Party Summary 

Notes: 



 
 

 
 
 
 

 

Website Orders 
Customer Name Order 

Retail Shipping Sales 
Tax 

Total $ 
Due Paid   

        
        
        
        
        
        
        
        
        

TOTAL WEBSITE ORDERS        

Outside Orders 
Customer Name Order 

Retail Shipping Sales 
Tax 

Total $ 
Due 

Payment 
Method 

Paid to 
Host 

Paid CC 
or to Me 

        
        
        
        
        
        
        
        

TOTAL OUTSIDE ORDERS        

At the Party Orders 
Customer Name Order 

Retail Shipping Sales 
Tax 

Total $ 
Due 

Payment 
Method 

Paid to 
Host 

Paid CC 
or to Me 

        
        
        
        
        
        
        
        
        
        

TOTAL AT THE PARTY ORDERS        

Totals 
Party Retail $ $ Due from Cust. $ $ Due from Host $ 

Online Orders  Cash  Outside Orders  

Outside Orders  Checks  Checks pd to host  

Party Orders  Credit Cards  Host Order  

TOTAL Retail:  Total Customer $:  Total $ Host Owes:  

Party Close Out 
Host: _________________________ Party Date: __________ 
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 Date: ______________  Type: _______________  Held: ___ 
 
Name:  ____________________________________________ 
 
 Date: ______________  Type: _______________  Held: ___ 
 
Name:  ____________________________________________ 
 
 Date: ______________  Type: _______________  Held: ___ 
 
 
Recruits & recruit leads 
 
Name:  ________________________________   Joined: ___ 
 
Name:  ________________________________   Joined: ___ 
 
Name:  ________________________________   Joined: ___ 
 
Name:  ________________________________   Joined: ___ 
 
Name:  ________________________________   Joined: ___ 
 

Online Party Planner 

©CEO of Me®. All Rights Reserved. Ceoof.me.com 

Party Planning Party Summary 

Notes: 



 
 

 
 
 
 

 

Website Orders 
Customer Name Order 

Retail Shipping Sales 
Tax 
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Payment 
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TOTAL AT THE PARTY ORDERS        

Totals 
Party Retail $ $ Due from Cust. $ $ Due from Host $ 

Online Orders  Cash  Outside Orders  

Outside Orders  Checks  Checks pd to host  

Party Orders  Credit Cards  Host Order  

TOTAL Retail:  Total Customer $:  Total $ Host Owes:  

Party Close Out 
Host: _________________________ Party Date: __________ 
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Vendor Events 
Succeeding in business is all 
about making connections. 

- Sir Richard Branson 
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Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 
 
 

 
Event Name: ______________________________________________________    Date: _______________   Times: _________________ 
 
Location: __________________________________________________________________________________________________________ 
 
Booth Fee: ______________________________    Website: ________________________________________________________________ 
 
Contact Name: ___________________________________________________   Phone #: _______________________________________    
 
Email: ______________________________________________________________________________________________________________ 
 
 
 
__    Booth Fee Mailed / Paid 
 
___   Supplies / Sales Aids Ordered / On Hand 
 
___   Vendor Event Bag Packed 
 
    __    Sales Fliers                        Order Forms 
 
    __    Catalogs                          Drawing Slips 
  
    _      Clipboards                      Business Cards 
 
    __    Calculator                       Card Reader 
 
    _      Cash Change                 Nametag 
 
    __    Signs / Banners                Bags for Purchases 
 
    _      Party Packets                  Recruit Packets 
 
    __    Bonus Gifts                       Fundraiser Packets 
 
    __    Tablecloths                      Office Supply Bag 
 
    __    Pens, Markers                  Extra Price Stickers 
 
    __    Success Planner             Device Chargers 
 
    __    _________________           __________________              
 
___   Product / Demo / Display Items 
 
___   Cash & Carry Items 
 
___   Tables, Tent & Chair (If not provided) 
 
       __________________________________________ 
 
       __________________________________________ 
 
       __________________________________________ 

 
 
__   Enter new leads into customer database 
 
__    Follow Up Phone Calls with H.O.T. Leads 
 
__    Contact Prize Winner(s) 
 
__    Thank you email to all leads 
 
__    Thank you note to event coordinator 
 
__    Get application / date for next year's event 
 
 
 
 
Catalog Orders Placed: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Cash and Carry Sold: 
 
Total Retail: _______________________________ 
 
Total with Tax/Shipping: ____________________ 
 
Profit Earned: ______________________________ 
 
 
Total # of Leads: 
 
New Contacts: ______________________ 
 
Parties:  _____________________________  
 
Recruits: _____________________________ 
 
Fundraiser: ___________________________ 

Vendor Event Planner 

Event Preparation Checklist Event Follow Up Checklist 

Event Summary 

Notes: 

©CEO of Me®. All Rights Reserved. 



 

  

 

 

Fundraisers 
We make a living by what we get, 
we make a life by what we give. 

-Sir Winston Churchill 





 

 

 

 
 

 
 
Group / Organization: ______________________________________________________________________________________________ 
 
Fundraiser Start Date: ____________________    End Date: ____________________    Goal: ___________________________________ 
 
Address: ___________________________________________________________________________________________________________  
 
Contact Name: _______________________________________________________  Title: _______________________________________ 
 
Phone #:  ________________________________________________________  Best time to contact: _____________________________ 
 
Email: ______________________________________________________________________________________________________________  
 
Make Checks Payable To: __________________________________________________________________________________________ 
 
Prize Levels & Prizes: ________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________________________ 
 
 
 
Initial Planning: 
 
___ Initial Contact Made    
 
___ Fundraiser Planning Session Held 
 
___ Fundraiser Packets Prepared 
 
___ Online Fundraiser Link Set Up 
 
___ Fundraiser Packets Delivered 
 
2 Weeks Before: 
 
___  Confirm Fundraiser Details with Group 
 
Kick Off Day & Once a Week After Start: 
 
___ Touch base with Fundraiser Contact 
 
 
 

   
 
Retail Total: _________________________________________ 
 
Total with Tax/Shipping: _____________________________ 
 
Total $ Collected: ___________________________________ 
 
Fundraiser Profit: ____________________________________ 
 
# of Orders: ________________________________________   
 
My Expenses: _______________________________________ 
 
My Profit Earned: ___________________________________ 
 
# of Party Leads / Bookings: ___________  / ___________ 
 
# of Recruit Leads / Recruits: __________  / ___________ 

 
 
Final Week: 
 
___ Reminder Call to Group & Note to Participants 
 
___ Meeting to Close out Fundraiser 
 
___ Submit Fundraiser & Give Profit to Group 
 
After the Fundraiser: 
 
___ Remind of expected delivery date 
 
___ Deliver Orders or Confirm Delivery 
 
___ Send Thank You Note to Organizer/Group 
 
___ Follow up with Interested Leads 
 
___ Add new contacts to Email & Contact Lists 
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Recruiting 
Spread love wherever you go. Let no one 
ever come to you without leaving happier.. 

- Mother Teresa
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The role of a great leader is not to give 

greatness to others but to help them extract 
the greatness they already have 

inside them. - J. Buchan
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Organization isn't about perfection; it's about 
efficiency, reducing stress and clutter, saving 
time and money and improving your overall 

quality of life. -Christine Scalise

Business
 
 





 
 
 
 
 
 
 
 
 

Company Name: _____________________________________________________      Join Date: _______________ 
 
 
Consultant Id #:   __________________________________________________________________________________    
 
 
Back Office Link: __________________________________________________________________________________   
 
 
Username:  _________________________________________  Password:  __________________________________ 

 
 
My Consultant Website: ___________________________________________________________________________ 
 
 
Sponsor's Name: __________________________________________ Phone #: _______________________________ 
 
 
Sponsor’s Email: ____________________________________________________________________________________ 
 
 
Leader's Name: ___________________________________________ Phone #: _______________________________ 
 
 
Leader’s Email: ____________________________________________________________________________________ 
 
 
Company Website: ________________________________________ Phone #: ______________________________    
 
 
Support Email:   ____________________________________________________________________________________ 
 
 
Customer Service Phone #: _________________________________________________________________________ 
 
 
Other Important Information:   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
© CEO of Me® All Rights Reserved. 

Business Information 



 
 

Lo
gi

n 
Fo

r 
Lo

gi
n 

Lin
k 

Us
er

na
m

e 
Pa

ss
w

or
d 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Lo
gi

ns
 & 

Pa
ssw

or
ds

 

©
C

EO
 o

f M
e®

. A
ll R

ig
ht

s R
es

er
ve

d.
 



 

 

 
 

Ja
nu

ar
y 

 

Fe
br

ua
ry

 
 

M
ar

ch
 

 

A
pr

il 
 

M
ay

 
 

Ju
ne

 
Pr

of
it 

Ea
rn

ed
 

 
 

 
 

 
 

Pe
rs

on
al

 S
al

es
 

 
 

 
 

 
 

Pe
rs

on
al

 R
ec

ru
its

 
 

 
 

 
 

 

Pe
rs

on
al

 T
ea

m
 C

ou
nt

 
 

 
 

 
 

 

Le
ve

l 
 

 
 

 
 

 

Te
a

m
 S

al
es

 
 

 
 

 
 

 

Te
a

m
 R

ec
ru

its
 

 
 

 
 

 
 

Te
a

m
 C

ou
nt

 
 

 
 

 
 

 

Le
ad

er
 C

ou
nt

 
 

 
 

 
 

 

Pa
rti

es
 H

el
d 

 
 

 
 

 
 

C
on

ta
ct

s M
a

d
e 

 
 

 
 

 
 

I f
ee

l li
ke

 I 
d

id
 g

re
a

t w
ith

...
 

 
 

 
 

 
 

I c
ou

ld
 h

av
e 

d
on

e 
b

et
te

r i
n.

.. 
 

 
 

 
 

 

I a
m

 m
os

t p
ro

ud
 o

f..
. 

 
 

 
 

 
 

N
ex

t m
on

th
 I 

w
ill 

fo
cu

s o
n.

...
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

©
C

EO
 o

f M
e®

. A
ll R

ig
ht

s R
es

er
ve

d.
 

Bu
sin

ess
 G

ro
wt

h 



 
 

 
 

Ju
ly

 
 

A
ug

us
t 

 

Se
pt

em
be

r 
 

O
ct

ob
er

 
 

N
ov

em
be

r 
 

De
ce

m
be

r 
Pr

of
it 

Ea
rn

ed
 

 
 

 
 

 
 

Pe
rs

on
al

 S
al

es
 

 
 

 
 

 
 

Pe
rs

on
al

 R
ec

ru
its

 
 

 
 

 
 

 

Pe
rs

on
al

 T
ea

m
 C

ou
nt

 
 

 
 

 
 

 

Le
ve

l 
 

 
 

 
 

 

Te
a

m
 S

al
es

 
 

 
 

 
 

 

Te
a

m
 R

ec
ru

its
 

 
 

 
 

 
 

Te
a

m
 C

ou
nt

 
 

 
 

 
 

 

Le
ad

er
 C

ou
nt

 
 

 
 

 
 

 

Pa
rti

es
 H

el
d 

 
 

 
 

 
 

C
on

ta
ct

s M
a

d
e 

 
 

 
 

 
 

I f
ee

l li
ke

 I 
d

id
 g

re
a

t w
ith

...
 

 
 

 
 

 
 

I c
ou

ld
 h

av
e 

d
on

e 
b

et
te

r i
n.

.. 
 

 
 

 
 

 

I a
m

 m
os

t p
ro

ud
 o

f..
. 

 
 

 
 

 
 

N
ex

t m
on

th
 I 

w
ill 

fo
cu

s o
n.

...
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

Bu
sin

ess
 G

ro
wt

h 

©
C

EO
 o

f M
e®

. A
ll R

ig
ht

s R
es

er
ve

d.
 



 

 

 

  

Company Incentives / Prizes  

Incentive/Prize Dates to Earn Qualifications Action Plan to Achieve Earned 

     

     

     

     

     

     

     

©CEO of Me®. All Rights Reserved. 



 

 

 

  

Company Incentives / Prizes  

Incentive/Prize Dates to Earn Qualifications Action Plan to Achieve Earned 

     

     

     

     

     

     

     

©CEO of Me®. All Rights Reserved. 



 

 

 

  

Company Incentives / Prizes  

Incentive/Prize Dates to Earn Qualifications Action Plan to Achieve Earned 

     

     

     

     

     

     

     

©CEO of Me®. All Rights Reserved. 



 

 

 

  

Company Incentives / Prizes  

Incentive/Prize Dates to Earn Qualifications Action Plan to Achieve Earned 

     

     

     

     

     

     

     

©CEO of Me®. All Rights Reserved. 



 

 

 

 

Income 
Income Source Date Amount How 

Received Notes 

     
     
     
     
     
     
     
     
     

TOTAL INCOME:  
 

        

Expenses 
Expense Date Category $ 

Amount 
Payment 
Method Notes 

      
      
      
      
      
      
      
      

      
      
      
      
      
      
      
      
      
      
      
      
      

TOTAL EXPENSES:  
 

        

Totals 
Income: 
 
 

Expenses: Profit: 

Business Income & Expenses 
Month: ____________________________ 
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Training 
Every expert was once a beginner, 
so learn everything and start now. 

-Unknown 
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