INSTRUCTIONS

Under 'Business Tools' choose 'Weekly Accomplishments’ then choose
‘Enter Weekly Accomplishiments” which will take you to this sereen:
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Time Saving Tip: Enter Sales Tickels as you make your sales,
and most of the information will already be plugged in to your
Weekly Accomplishiment Sheet under ‘myCustomers Ornders’ -

otherwise, vou will enter orders under "Manual Orders”!

Date: Record the date

Type: Was your appointment a Party
of the activity

(3+ adult women), a facial (or double),

Orders: Record the = of On-the-Go, o Personal Website Order,

Week of: Hostess: For parties, you "l“ sers Yo ““;:.\.cd or a Reorder (PCP/Misc)?

tie sure o can list just the Hostess GRS IO Senins
I | i ; appointment, follow-up Sales Tax: Record the total amount
change to the and add up her total party i3 K SRRV
correct week sales! You may also list e Saics Taxc

so that we can
recognize your

individual sales here

Hostess Gifts: Record the total

hard work i ' Bookings: Record I!w amount of Hostess Credit
- Guests: Record ol bookings you received
how adult females from your activity
Hours: : .

Give Away: Record
the total amount of
full size product

were present at

Record how long N
cach appointment

vou spent on each

« 8CS: Record the -

activity of Skin Care Scls vou've given away
sold at each appointment
(a SKin Care Sel isa Y .
Cleanser and Molsturizer Non-Rev: Any
sold togethier! discount given
off an order
”mw.on”mrum YTD Summary (Solfor “ ol
Weok of 17-a23207 @ Last Sales: This is your total sales from
the appointment before taxes of 6 Naxt >>
Orders (click here) (no discounts - the total Retail §
ko e i i Sold amount moved off your shell
Rate g s 2 g £SCS SSam Shosiess 5Gwe S Noo-Rov,
(MADD) Hottess Hours Guests Orders Bookings Soid  (Less Tax) Type Tax Ging Away  Soles Tax
)| Parties/Skin Care Cla [}
_Add |
Woeekly Accomplishment Dotails:
[ ] SC5| Cimsses | OnThe PCP | Sales |Hostess | Gwe | Non-Rov.
: Date Hostess Hours |Guesss. Sold| Facials Go PNS Shows Muse Tax Gifts Asay |Sales Tax
W X low1? SuleQ 2.00 4] 4 2 2 $450.00 | $3263 $125.00] $1500|
| This Woek's Total 2.005 4 4 2 2 $450.00 ! $I263| $12500, $1500)
YoartoDatoTotal | 3400 51| 38 11| 7| $163300  $950200|  $168.00, $43250 $18182| $20040 $258.50)
Weekly Total (less tax) $450.00 Year To Date Sales Total (loss tax) $3138.%
Noxt >> l
L Please Noto: The wooldy accomplishment sheot is not a complete summary for income tax and accounting purposes.

J

A couple of Noles:
1) According to Monica's tax accountant (Tiernan & Assoc.) you do not need to track your non-recovered sales tax: but you do need to keep track
the full-size products vou give away vs. the S or % discount you might give a customer for something such as a birthday!
2) It is better for tax purposes to give away full size product, rather than a discount (Example: Give a free S10 brush vs a S10 discount)
3) You do not need to track your use of Section 2 items such as Gifts w/ Purchase or samples - the Company will send a summary of these items.



INSTRUCTIONS — WEEKLY ACCOMPLISHMENT SHEET

If you choose to complete weekly accomplishment sheets, the following instructional information provides suggestions on how to fill them out.
Please note: The weekly accomplishment sheet is not a complete summary for income tax or accounting purposes.

Hostess Name,

Address, Phone —

For selling appointments, list
the hostess's name, address
and telephone number. You
might wish to make hash
marks (Ill) to keep track of
the number of calls you
make when following up
with customers. Do net list
each call separately.

Date/Time
Record the date and time
of the activity

No. of Skin
Care Sets Sold
Record the number of
skin care sets sold at
each activity

No. of Bookings
Record the number of
future selling appointments
booked from each activity.

No. of Orders
Record the number of
orders you received from
a selling appeintment,
follow-up cdlls, etc.

No. of Calls/
Guests

Record how many calls

you made if following up
with customers. Record
how many guests were
present at a skin care class
or other selling appointment
(induding hostess).

No. of Hours
Invested

Record how long an activity
took to complete.

Sales Tax
Record the total amount
of sales tax collected.

Sales

(Less Tax)

Your retail sales total from
sales tickets before tax
(suggested retail sales before
tax less any discounts).
Separate by type of selling
activity (skin care classes,
shows, reorders, etc.).

Product Given

Away at Sugg.

Retail

For inventory replacement
purposes, record the suggested
retail value of any Section |
product you give away as
hostess credit, sales incentives
(e, alip doss given with the
purchase of several lipstick
products), or any products for
personal use. When product

is sold at less than suggested
retail, record the amount of
the discount (in dollars). For
example, if you gave a customer
a |0 percent birthday discount
off an order totaling $50, the
discount amount appearing in
this column would be $5. By
adding the sdes less tax column
to this column you will know
the suggested retal value of the
amount of product that has left
your inventory during the week

Hostess Gifts/
GWP at Cost
Record your cost for any
hostess gifts (other than
Section | product given
away) or gifts with purchase
you give away. This does not
include Section | product
given away.

Non-Recovered
— Sales Tax
Sales tax based on the
suggested retall value of
the product is remitted to
the Company at the time
an order is placed
Normally this sales tax is
recovered at the time you
resell the product to your
customers.Vhen product
(Section 1) is given as
hostess credit or sold ata
price less than suggested
retail, you may not recoup
the sales tax from your
customer in this manner:
Record the amount of
non-recovered sales tax
on any Section | items,
for use in tax preparation.

ary Kaj\Weekly Accomplishment Sheet
Please note: The sheet if\pota complete summary for indome tax or accounting pulgoses.
If you\hoose to, you can send a copy of this enent SaleNDirector. You may want to reain a copy for your files. U additional sheets f negbssary.
Afita Aikman Jnz223 -310 Christy Mc(onaughey /5107 Page of 1]
Independent Baut)ﬁonsukant Narne and Nurmber Tévhone o. \ \ Independent Sales hirector Name We\KEndi ng Date
v
\ \ \ \ \ INO. OF SALES (LESS TAX) \ I l
SKINCARE
NO. OF SETS KINCAFE FREF. QUST. HOSTES | PRODUCT
CaLLY SUD CLASES! ONUNE! FROGRAM GIFTS | GNVEN AVYAY
T GLESTS INO. OF BA3C, FACILS! [PERS: SHON#S MAUNGY GWPAT ATSUGG NN
FORAFPONTMENTS INVESTED | JNQUJCE | NO.OF |BOCK- | TIPEVASE, | COLOR ONTHEGO | WEBSITE | (COLLECTION | REOFCERS! COST* RETAL RECOVEFED
CATEMME LIST HOSTESS NAME, ADCRESS, TELEPHONE NO. (HOLRS) | HOSTESS) | ORLERS | INGS | VELOCMS AFPT. | APONTIENTS | ORDERS | FREVIEWSETC) | MISC SOLES | SALES TAX | (SECTION2) | (CTION 1) SALES TAX
241 10 am | Meredith Ford, 1234 Main $t.. 242-807 3 4 4 1 2 $225 $14.63 | $2.00 |$2500 | $1.65
272 1 pm | Brenda Damon 5678 Stanford 2246140 5 1 1 1 1 $£0.00 $25.25 [ [ [
25 1pm | Marianna Pitt. 993 Stanford, 222-110 2 2] 4 2 1 $175.00 $1.38 | $200 [$20.00 | $1.85
2¢5 5 pm | M Il Online Orders 25 8 T 1 (o) HE0000! $12.00| O (o) (2}
277 11 am | M Preferred Customer Program Calls 1 5 2 o] o] $10000| $6.50 | $7.00 2] (%]
THSWERRS) 9 |24 | 18 | & 4 |$225| $5000 feo000| $175.00 |$10000[$4876| $100 |$6500 | $3.58
Week’s Activity Recay
L ity Recap vertotel o T 24 [ 15 | 5 | 4 [4225| 45000 fecooo| $17500 |400colsasre| o0 (45500 | $0.58
urber i
1 Nurber of New Tam Members NEWTOTAL| & 24 18 5 4 $225 | $80.00 HR0000| $175.00 |$10000|$4876| $1.00 |$5500 | $2.58
5 for Next Vikel
WEEKLYSALES TOTALUESS TA) [ goen05 ] YEAR-TO-DATE SALES
4 NumberofSlin Cue SetsSol $750.00 TOTAL (LESS TAYX) $750.00
$ 22500 st Car hor Agpt. Estimated Weekly G| Profit
8 50.00 _0nte o Appointrens Orders Submitted to stim: feekly Gross Profit
Company This Week 750.00
$ 200.00 _Online/Personal WebSits Orders Wesldy Sales Total Less Tax § VY
$ 175,00 jon Previ g, 40
00 _Shows (Colkction Previaws, ete) 5 $40000 —— Estinated Weeldy Gross Froft = __ 30000
10000 _ pret.Cst. Prog il Deposit total amount collectad in business account. It is suzgested
3 75000 weeldy Saks Tol Less Tux allow 40 percent of sales for product replacement: 40 percent is profic
$ $2500 Section 2atcost less other business expenses.
vSeetica’ ©,0rhstadof, o | produsts. ©1959,2002,2004, 2007 Mury Kay he  Prhtedin USA 10012656 &07
Plase note: The Conpany grants all Mary Kay Independent Beauty Consultants a limited lnense to duplicate the docurment in connection with their Mury Kay businesses. The temshould not be ahered from its original form
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