Record Keeping

Knowing which business forms Follow this navigation path
you'll need to maintain good .
records will keep you on top of your from the main menu
business and will prepare you for
tax time and help with your Education,

cashflow. You can find these .
forms (from expenses to Consultant Education

income producing activities) right MK Lib rary
online at MKlIntouch.

From here, you can choose various forms and lists.
Here are a few to start with:

Under the Money Management Section, you'll find:

Independent Beauty Consultant Expense Tracking Form:

. To properly determine your profit, every expense must be tracked
and deducted from the total sales amount.

. Expenses such as phone calls, meals, supplies (Section 2 items,
for example) and many others need to be accurately tracked not
only to know your actual profit, but to help in tax preparation.

Income Producing Activities Tracking Sheet for Independent Consultants:

. Based upon the amount of time you want to invest in your business, there are
certain activities which will help your sales and sharing goals.

. This sheet helps you keep track of those activities so that your time is not spent
doing things that will not help your sales or advance your career.

Business Tracking Register:

. This register is used to track the amount of money you’ll take from a retail sale to
use for reordering product, purchasing more sales tools (brochures, hostess gifts,
etc.) and then, ultimately, your own profit.

. Once a sale is made, a certain percentage should be set aside for each item. For
example: With total weekly sales of $200, 50% ($100) should be used to reorder
product, 10% ($20) is set aside to purchase more business supplies, and 40%
($80) is your profit.

You can also review the other forms listed there to get a feel for how and when
they are used.
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Record Keeping

From the main page, select
Business Tools
Weekly Accomplishments

Knowing how much product you are selling, how many appointments you are holding, the value of
gifts and products you are providing to hostesses and as discount is very important.

Weekly Accomplishment Sheet (W.A.S.):

e There are many promotions going on from the Company, our National Area and our unit. | want
you to reap all the benefits of those promotions and earn rewards for doing what you should do
anyway! The only way | can know how to reward you is based upon what you submit on your
W.A.S.

e Because recognition is provided weekly, you'll need to turn in your W.A.S. every week at our

Success Meeting or mail them to me at the address on the front of this packet. Or you can enter
them online using the Intouch website.

Mary Kay WEEKLY ACCOMPLISHMENT SHEET

Please note: The weekly accomplishment sheet is not a complete summary for income tax or accounting purposes.
If you choose to, you can send a copy of this sheet to your Independent Sales Direcror. You may want to retain a copy for your files. Use additional sheets if necessary.

Page of
Independent Beauty Consultant Mame and Number Telephone Mo. Independent Sales Director Name WWeek Ending Date
NO. OF SALES (LESS TAX)
SKIN CARE
Mo, OF ETS SKIM CARE PREF. CLET. HOSTESS | PRODUCT
CALLSI SOLD CLASSES OMLINE PROGRAM GIFTS | GIVEN AWAT
TIME GUESTS NO. OF (BASIC. FACIALS! IPERSONAL SHOWS MAILNGS! GWPAT AT UGG, NON-
FOR APPOINTMENTS INVESTED | (MCLLCE | NO.OF | BOOK- | TIMEWISEL, | COLOR | ONTHEGD | WEBSTE | (COLLECTION | RECRDERY COST* RETAIL RECOVERED
DATETME LT HOSTESS MAME, ADDRESS, TELEPHONE NO. (HOURS) | HOSTESS) | ORDERS | NGS | VELOCITY®) | AFFT. | APPONTMENTS | ORDERS | PREVIEWS, ETC) | MISC SALES | SALES TAX | SECTIONY | SECTION I | SALESTAX

THIS WEEK'S
TOTAL

Weelk's Activity Recap

YEAR-TO-DATE
Number of Team-Buiking Appointments ToTaL
MNumber of New Team Members NEW TOTAL

Nurmber of Selling Appointments for Mesxt Week

WEEKLY SALES TOTAL (LESS TAX) I:l YEAR-TO-DATE SALES |:|
Mumber of Skin Care Sets Sald TOTAL (LESS TAX)

3 Skin Care Chsses/Facials/Color Appr

§ On the G Appoinmments grders 5u$r|:!it:zd t(lz‘ Estimated Weekly Gross Profit
ompany This Weel
3 Online/Personal Wb Site Orders L Weekly Sales Total Less Tax o
x4
£ Shows(Collecton Previews. ecc) $ Sacrion | wholasale Estimated Weekly Gross Profic =

£ Pref Cumt Program Palings(Recrders/Mise Sale: Deposit total amount collected In business account. It Is suggested to
§ Weekly Sales Total Less Tax allow 60 percent of sales for product replacement; 40 percent s profic

3 Section 2 at cost less other business expenses.

“Section 2 ltems or gifts with purchase given to hostess or customer In addition 1o, or Instead of, a discount from suggested retall price of Section | products. © 1999, 2007, 2004, 2007 Mary Kay Inc. Printed In USA. 10012656 &407

Pleaze note: The Company grants all Mary Kay Independent Beauty Consultants a limited license to duplicate this document in connection with their Mary Kay busineszes. Thic item should not be altered from it original form.
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