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wroksheethelp

Download the Worksheet by saving it to your desktop or hard drive. Open it in your
browser to useit. Each day of atour should have a separate Worksheet. Create a
folder for thetour. Make a duplicate of the page for each day and name it by each

tour date using numbers (mm/dd/yyyy). That way thefilesfor each day will show up

in thefolder in order.

Tab through the entry boxesto enter information. You can usethelinksat thetop
and bottom of each section to quickly go to another one or scroll up and down to
another section.

If you have a web authoring tool and need to expand a section, such as adding
another flight or train or another band member, you can open it and highlight and
cut and paste the new information into the section that needs expanding. Saveit and
reopen it in your browser again to work with it.

Each pageisjust under 70K memory content. If you'retouring 100 daysin a year,
you could end up with 7,000K worth of files. Rather than increase your browser
memory to handletheload, it is suggested that you compress each tour’sfolder for
storage. You can then decompressthem for reference at any time.

Always keep a blank copy of the original on hand for duplicating.

The Worksheet contains almost every kind of infor mation you need to pay attention
to when booking gigs. It gives a complete overview of your tour information toinsure
that you have left no detail of each day unattended. Keep it in front of you when
confirming gigs with clients. Go over the Worksheet while on the phoneto make sure
you’ve cover ed every aspect of thegig. You’'ll look more organized to the client and
will avoid repeated call-backs for information you forgot to ask about.

Every once and a while go over each page of thetour and look at any infor mation
boxesthat have no information in them to make sure you’ve covered it all.

Back To The Worksheet
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