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Racheal: 	Hey, there.  Racheal Cook here.  Welcome to How to Host a Blog Tour.  In this lesson, we’re going to talk about the most complicated part of a blog tour: managing all of your participants.  This is why you want to be as prepared as possible.  In my experience, anything where you’re inviting 10 or 12 or 30 people to participate means a lot of handholding, a lot of email back and forth and a potential for a lot of confusion if you’re not really organized and on top of every potential situation.      

Luckily for you, we’ve literally copied and pasted our entire process for you to use as a template under a Google Doc called Blog Tour Process -- very original, I know.  With the Blog Tour Process doc and another Google Doc called The Blog Tour Tracking Document, you will be able to manage your entire blog tour really easily.  I would recommend going ahead and going file and then make a copy for yourself.  You can edit that copy.  Do not edit our original, just edit your own copy.  That way you can go through everything that we’ve created as a template for you and you can format it and tweak it to fit your own blog tour and all of the emails you need to be sending out.  I recommend doing that step before you actually implement the blog tour.  Go through and edit all of the emails, edit all of the promo, everything that you need to edit so that you can quickly and easily copy and paste them over into all of your tools.  

The first step in managing your blog tour participants -- aside from deciding who all to invite, which we did in the last session -- is to start inviting those people.  We recommend inviting in batches.  The reason we invite in batches is because, say you have a 30 day blog tour and you have 40 people on that list to invite.  You don’t want to send out all 40 invitations at the same time.  If you overschedule yourself, then you’ll end up with people who are upset or frustrated with you that they were invited but then you had to back out.  You don’t want to do that.  

We recommend doing it in batches.  We do these a few every single day until we fill up the entire schedule.  Make sure that you’re updating the tracking sheet as you’re sending out those invites.  You’ll see on the tracking sheet there’s three tabs on the bottom: Blogger Invites, Blog Tour Tracking and then Declines.  Everybody should be on the Blogger Invite tab first.  This is your huge list of all the people you want to invite.  As you send out those invitations, you’ll note the date that you sent out the invitation.  We also send out a reminder email if they didn’t reply to that invitation before we cross them off the list and then move on to the next person.  

Once they’re scheduled, you’ll not that they are scheduled and when they’re scheduled you will send them the blogger form so that they can fill out all of the information you need form them.  Which includes their name, their mailing address if you want to send them a thank-you note -- this is a really nice touch -- their email address, their website, all of their social media profiles and, most importantly, their headshot.  If you need to have a headshot that has specific dimensions -- you need a 500 by 500 headshot -- make sure you tell them.  

This is one thing I will tell you that we get frustrated by all the time because people wait until the last minute to return this form to you and return headshots.  Let them know that if they don’t return it by a specific date, you’re going to go on their social media or on their website and just grab whatever headshot is available.  It’s up to them to give you the correct headshot.  If they don’t give it to you in time, then you’re going to use whatever you need to use in order to promote the blog tour.  

	Once you’ve started inviting people and you start getting those yeses back, then you can go through the next step of the process, which is to actually send out these emails to them.  The first email is the invitation email.  You’ll also see, below that, there’s a confirmation email.  Once they say yes, then you want to confirm their date and time.      

	We made this really easy.  Instead of having a lot of email back and forth to confirm date and times, we use a little tool called Doodle.  You can literally put in all of the open dates for your blog tour and then they just write in their name and choose their date.  They can see which dates are taken and which dates are available.  It eliminates so much back and forth.  The moment that they sign up via Doodle, it will send you an email saying so and so just chose a date, so you can send the confirmation.  

	Again, we have this email pretty much ready for you.  You can send it just by tweaking a little bit.  Inside the confirmation, you’ll want to give them access to the Dropbox, which includes the graphics, it includes the blog tour guide.  You’ll also want to ask again for them to fill out the participant details form.  We keep these things all as forms.  We don’t want people to hit reply because that will get lost in our inbox.  Ask them to fill out a Wufoo form, a Type form.  If you have Gravity Forms on your computer or on your website.  Whatever you’re using to track all that information, you’ll want to create a form for that.  

	Once they actually confirm, then you can start getting your calendar organized and making sure that you’re tracking in the blog tour tracking document.  Once they’ve said yes, they move into the Blog Tour Tracking tab of the Blog Tour Tracking Document.  We recommend starting with the first date; putting all the dates and then putting all the bloggers in order.  You’ll want to track that you’re getting their participant form, that you’ve gotten your photo, that you know their website.  You’re going to track that you’ve sent out the confirmation email and then there’s a few more emails you’ll want to send to them so that they get their blogs up in time.  Again, we’ve given you all of these email swipe copies in the Blog Tour Process Document.  

	We recommend batching some of these things.  Every single week, one person on our team goes through and schedules these things to go out.  You can use a tool called Boomerang for Gmail, if you happen to have Gmail, to actually schedule all these things in advance so that you don’t have to manually send them all every single day.  About a week before the post date, we send out an email saying, “It’s your week for the blog tour.  Just a reminder.  Here’s a link to the landing page.  Here’s a link to the Dropbox with all the information.  Here’s the links to the blogger the day before and the day after you.  Thank you.  We’re here for you.  Let us know if you have any questions.”   

	The other thing that we have found to be incredibly helpful is to send the final participant reminder.  I can’t tell you the first time we ran the blog tour, I had at least a handful of people who didn’t publish their post until so late the day that it was supposed to go live that I was panicking that they weren’t writing for the blog tour and just hadn’t let me know.  We found that by sending out these final reminders the day before and asking them to have them published by, say, 8 AM or 10 AM -- which they can schedule on any blogging platform -- it just made everything so much easier for us to insure that we could do our jobs as far as promoting them.  You will want to make sure you’re tracking them so you know exactly where everybody is. 

	Then, once their blog post is live, that’s where you get into a little bit more of your day to day, which we’ll cover in the upcoming lesson.

	I hope that helps you know how to manage some of the participant end of running a blog tour.  

	The final piece that I will share with you is wrapping up with your bloggers.  As somebody who’s participated in several blog tours and as somebody who’s run several, I’ve been surprised at how many people don’t just send a thank-you, even a simple email, to say thank you for participating.  As somebody who really values that, who values getting that acknowledgement that I took time out to write something or to participate in something, it’s definitely made a big impact in the way I feel about participating in something in the future.  

We both send out a thank-you email the day after their post goes live, as well as dropping something in the mail.  Last year we sent out Starbucks gift cards, which were really easy to go to Starbucks and grab a bunch of $5 gift cards to send out, and we dropped them in the snail mail to everybody.  

	We also have sent Starbucks gift cards via email, which are pretty easy to do these days.  I think the team has something else in store for this round.  I don’t know what it is quite yet and it’s still under wraps, so I’m not going to share what it is.  But, it doesn’t have to be much.  It could literally be a card to let people know that you appreciate them.  But sometimes a little token -- a $5 gift card -- goes a long way to people feeling like you do value and appreciate the hours that it probably took them to write that post and to share it with their community.  

	I highly recommend if you want to use this as a way, not only to grow your community, but to nurture those relationships with potential business BFFs, take the time to say thank you to them for participating.  

	Final thoughts on managing all of your blog tour participants.  In case of emergency, in case somebody doesn’t post the day that they were supposed to post or they simply don’t post early and you’re sitting there that morning trying to make it go live and you don’t know where their post is, don’t hesitate to have another post standing in the wings.  

	What do I mean by that?  These are a few things I’ve done when something goes wrong with the blog tour.  I’ve definitely pulled out one of my own posts to include in the blog tour and have that go live when someone else completely fell off the map and I couldn’t get ahold of them, they weren’t responsive or their post wasn’t live.  If you need to, you can tell them exactly what time you need their post to go live.  In fact, this last round I found that just by telling people they could actually have their post go live on a day or two ahead of their scheduled date, that’s a-okay.  Just know that we’re not promoting it until the day that they were scheduled on the blog tour.

	The other thing that might happen that can be a little frustrating is when they have the post go live, but there’s no mention on the post about the blog tour, about who’s before and who’s after, et cetera, et cetera.  Now, those are part of what was requested of them in the blog tour guide.  If you’ve been sending out your reminders, they should know that they need to link to before and after.  But, if their post goes live and they did not do that, something’s up.  You definitely want to shoot them a quick email asking them if they will please include this in the blog tour.  Literally give them a swipe, something they can copy and paste and say, “Will you please put this in the intro to your blog post for today?  We’re sending you a lot of traffic and we’d appreciate if you would participate in the blog tour the way that we’ve presented it to you.”  

	Again, it doesn’t have to be blaming, shaming, anything like that.  Just want it to say, “Will you please participate the way that you agreed to participate.”  If it’s not give, give, give, get, then it tends to be a greedy feeling and no one wants to participate with somebody who’s not interested in sharing for the benefit of everybody else.    

[bookmark: _GoBack]	I hope that gives you a lot of insight in how to manage all of the participants for your blog tour.  In the next session we’re going to talk about how you start promoting the blog tour and building up the list of people who are interested in following.  
 
