
Mary Kay Cosmetics 
 
 
Congratulations you are out selling your product, building your customer base, booking 
classes from classes, adding team members and now you are wondering what do I do for 
paper work? 
 
This packet has office organizational information and  record keeping tools for expenses 
and income.  It is very important that you keep records weekly and/or monthly.  Weekly 
Summary Sheets keep track of your income for your records.  I need you to bring me a 
copy to our Weekly Unit Meeting or send a copy to me if you are out of town and take a 
copy to your Adopted Director.  Monthly you will need to record your expenses. 
 
You will want to take guests to your Weekly Unit Meetings for makeovers/glamour 
models or whatever your director is promoting for that week. See the 2 informational 
sheets on this.  Also, you will want to start volunteering to help your director/adopted 
director at these functions.  It will help you become involved and to become a leader in 
your unit.  
 
You are on your way to a very successful career with your Mary Kay Business.  I can see 
you in your Red Jacket sporting your Perfect Start/Power Start Pin, your Power Start Plus 
Pin and Star Consultant Pin.  Pontiac VIBE and Directorship are there for you.  My 
advise is to take all that Mary Kay offers you.  Don’t just settle for the appetizer, when 
you can have the whole 7 course dinner offered at Mary Kay’s Banquet . 
 
 
 
 
 
 
 
 
 



By Senior Sales Director Sarah Hjelle 
 

As a Beauty Consultant it IS our responsibility to service our customers to 
the best of our ability!  Your customers are your lifeline to a successful and 

growing business!  How you treat them will reflect greatly on your suc-
cess!  Study and MASTER customer service skills, because TRULY eve-
ryone wants to know... what’s in it for me?   Focus on at least 100 cus-

tomers in your first 6 months!  
 
 

• Customer Service Begins With a Schedule:  It’s important that when you begin your busi-
ness that you make a decision on how often you will service your customers and STICK TO IT!  My 
recommendation is to make customer service calls every 3 months when the Preferred Customer 
mailing goes out.  You will want to train your Time Wise customers to call you when they run out of 
Cleanser , purchase two at a time, or use your Web Site to re-order.   

 
• Offer Your Customers More Than One Way To Reach You:  You will definitely want to 

order your business cards right away if you haven’t already!  This is the perfect way for your custom-
ers to keep your information on file.  Include your email address, cell phone number, and Mary Kay 
Web Site address on your card!  The easiest way for your customers to reach you is through your 
Web Site—it’s open 24 hours and features the latest products!  Customers do tend to purchase more 
when ordering on-line.  Circle your Web Site address on your business card and inform them of it 
each time you hand one out!  Sign up for your Web Site at: www.marykay.com  Choose ‘intouch’. 

 
• Every Good Customer Should Be On PCP:  Following this sheet in your packet is informa-

tion on how to sign up your first list of customers on the Preferred Customer Mailing.  As a new 
Consultant you may want to sign up your initial 30 faces and as you build new customers you can 
add, change, or delete names each time the new enrollment form comes out.  This is an excellent 
program designed to help you service your customers and keep them aware of what’s new!  The aver-
age reorder on PCP is over $15.00 higher than those who are not enlisted!  Your goal should be to 
build to 100 customers on PCP!  Call 1-800-458-8968 for your information packet. 

 
• Follow Up Is ALWAYS  The Key!!  Customers who have purchased products from you but 

have not been followed up on within a 6 month time period are free to purchase product from other 
Consultants!  By not receiving a phone call from you they are not receiving their promise from Mary 
Kay!  Be sure to follow—up on EVERY Time Wise or ‘set’ sale—be sure the products are work-
ing!  Follow-up on samples given in bags or opinions asked on anything!!  You can consider a 
client your customer when she purchases product on a regular basis from you!  Does she use the 
Time Wise Skin Care?  Is she on your Preferred Customer Mailing?  Does she reorder the product 
she uses?  Is she open to trying new things?  OR does she just use a Lipstick or a Mascara from time 
to time?  Often times we mistake a good customer for one who is just ordering one or two items per 
year just because we really like her!  I never consider a customer to be “mine” unless she is purchas-
ing on a REGULAR basis or she is on a skin care, nail care, or body care system with me!   



By Senior Sales Director Sarah Hjelle 
 
 
• Set Up A Delivery Schedule:  When your customers call for re-orders give them three options 

for delivery.  You will personally drop it off on ___ or ___ and if that doesn’t work...offer to drop in the 
mail!  Run your business—don’t let your datebook run you!  Choose when you’ll deliver! 

 
• Offer A Birthday Club:  Send hand written Birthday Cards to each of your customers during the 

first week of their Birthday month.  Offer either a 10% discount for the entire month or offer to stop by 
and do a complete glamour makeover on them!  Don’t forget to bring a wrapped gift with!  When you 
call them to wish them a Happy Birthday, let them know you have a gift for them...ask when is a good 
time to stop by! 

 
• Have 2 Open Houses Per Year:  I would recommend having your open house in April and Oc-

tober or May and the first part of November.  These are perfect months to advertise for holidays!  A 
spring open house for Secretaries Day and Mothers Day not to mention Birthday’s and Bridal show-
ers.  A fall open house for Christmas Presents!   Whichever you choose you’ll want to keep it the 
same week of the same month each year!  It trains your customers!   

 
• Test Panels:  Invite your customers often to your local success nights to try new products.  It’s a 

service we owe to them!  We want to keep of our customers up to date on the current products we 
carry in our line!  OR you could host a product test panel night in your home once per quarter to high-
light the new limited edition products! 

 
• Offer Seasonal Re-Programming:  It’s a good idea to get together with your good clients 2 

different times per year.  Once in the spring and once in the fall.  This will give you the opportunity o 
make sure all of the products are working out for her skin and see if you need to maybe add a supple-
ment for dryness or oiliness!   

 
• Go The EXTRA MILE:  1) When making delivers or sending anything through the mail—make 

your products look important.  Wrap everything in white tissue or elegant printed tissue.  Use a gold 
sticker to close package.  2) Wrap free gift with purchase in tissue - use the same idea as above.  3) 
Decorate samples with curling ribbon or netting.  3) Tie a pink helium balloon to bag when making 
deliveries.   You want others to SEE the service your customers are getting! 

 
• Send Lots of Notes:  It’s important to send notes to everyone!  Thank the hostess, thank the 

guest that purchased, thank that guest that didn’t but tried the products!  Thank your interview pros-
pects, thank your guests for coming to success meetings, thank people you do business with, thank 
sister Consultants, thank Directors!  What you give out comes back to you tenfold! 

 
• As You Grow You’ll Need Larger Systems:  I have purchase a computer program called 

Boulevard!  It works with MK Consultants and Directors to better track their inventory, weekly sales, 
and customers!  If you would like info go to www.mainstreetsoftware.com or call 503-670-1310 
to order.  Cost around $100. 
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By using the following dialogue, you can develop the habit of bringing guests to your unit functions—
and increase your recruiting average! 
 
DIALOGUE TO USE WHEN INVITING A GUEST TO A FUNCTION 
“Hello, Jane!  This is Sue with Mary Kay Cosmetics.  I won’t keep you but a minute.  Jane, you’ve 
been on my mind because (share a special quality she may have—great hostess, customer, a 
woman of her word, etc.).  The reason I am calling is because I would like to invite you to our 
upcoming (function) as my special guest (a model).  It is Wednesday night at 7 p.m.  You will be 
helping me out with my training.  I will have a special gift for you just for attending!  I can pick you up.  
Is there any reason why you couldn’t attend?”  
 
If you ask one person a day, you will have contacted seven people and should have four yeses.  
Taking into consideration the possibility of a last minute cancellation, at least two of those you asked 
should be able to make it.  Don’t forget to follow up with those who couldn’t make it that week.  
There’s always next Wednesday!  Get them excited about coming the next time. 
 
FOLLOW UP WITH YOUR GUESTS 
On the morning of the day of the unit meeting or guest event, call your guest and say, “I’m just calling 
to confirm the time and place for me to pick you up.  I am really looking forward to showing you off 
this evening!” 
 
HOW TO INTRODUCE YOUR GUESTS 
Use a four-part format, but keep it short! 

1. Introduce your guest by name 
2. Tell how you know them or how you met them 
3. Pay each guest a genuine compliment 
4. Have each guest tell something about herself 

 
Example:  “I’m so pleased to present Jane Brown.  Jane is one of my hostesses and she’s been using 
Mary Kay for over two years!  She has a positive attitude and loves to look her best, so I know she’ll 
enjoy our meeting tonight.  Jane, please tell us a little about yourself.” 
 
EXAMPLES OF INTRODUCTIONS  

• I am happy to introduce you to… 
• Let me acquaint you with… 
• I am honored to present my guest… 
• I want you to meet my guest… 

 
EXAMPLES OF GENUINE COMPLIMENTS 

• Jane has a dynamic personality. 
• Jane is a woman of her word or integrity 
• Jane works with the public and she really knows how to look her best. 
• Jane is one of my preferred customers. 
• Jane is one of my best hostesses, and her skin care classes are a pleasure to hold. 

 
AVOID SAYING: 
“This is Jane Brown, and she’s here to look us over” or “This is Jane Brown, and I’ve been working to 
try to get her to become a Consultant.”  It may embarrass her. 
 
Practice saying introductions out loud until they become second nature to you.  This will help increase 
your confidence and make your guests feel more at ease. 
 
START PLANNING NOW WHO YOU’LL BRING TO OUR NEXT UNIT FUNCTION! 



THINGS YOU WILL NEED TO BRING WHEN 
FACIALING A GUEST AT A UNIT MEETING 

 
At each unit meeting, there will be someone scheduled to do facials that evening.  Guests are 
always welcome at our unit meetings!  If you are bringing a guest, you should arrive 30 
minutes early to set up for your guest(s).  You are not responsible for actually doing the 
facial.  However, there are some things you will need to bring to the meeting when you have 
a guest.  In addition to bringing a small gift for your guest(s), please make sure you have one 
of the following items with you for each guest: 
 

• Mirror 
• Head band 
• Three cotton balls 
• Two facial cloths (they need to be damp) 
• Mascara wand 
• Sponge tip applicator 
• Sponge for blending foundation 
• Color Card 
• Beauty Book 
• Sales ticket 
• Customer Profile Card 
• Ink pen 

 
Before the class or facial begins, please have these products on the tray in this order, left to 
right in the tray: 
 

1. Timewise Cleanser 
2. Timewise Moisturizer 
3. Instant-Action Eye Cream 
4. Yellow concealer (very small amount)  
5. Triple-Action Eye Enhancer 
6. Foundation shade (pre-selected) 
7. Powder 
8. Color Card 
9. Lip Liner 
10. Eye Liner 
 

Read this list and memorize it!  This is the format we will use EVERY week when we say 
basic skin care.  This is what I feel is necessary to demonstrate the basics.  The person 
conducting the class will provide Oil Free Eye Makeup Remover, Satin Hands, and mascara.  
The person conducting the class will also present marketing and close the class with sets 
available to view.  It is your responsibility to meet with your guest(s) after the meeting to 
finalize sales and discuss recruiting possibilities. 



File Don’t Pile! 
O r g a n i z i n g  Y o u r  M a r y  K a y  O f f i c e  A t  H o m e  

 
• WHAT TO PURCHASE 
 ___ Large Recipe Box 
 ___ A-Z Recipe Dividers (purchase or make) 
 ___ 8 x 10  Jan—Dec Tab Dividers (for binder) 
 ___ 2 Packages of Sheet Protectors 
 ___ 1 ~ 2” Spine 3 Ring Binder 
 ___ 1 ~ 1” Spine 3 Ring Binder 
 ___ Small Notebook To Record Mileage 
 

• 2” BINDER –  LABEL “FINANCE BINDER” 
 First add your large letter size January—December Tabs.  This binder is for ALL financial transactions!  
 Each month you’ll want to keep the following copies filed; filled out Weekly Accomplishment Sheets, 
 Sales Tickets (either the entire ticket or you can use just the ‘bank copy’), Business Tracking Registers, 
 Commission Statements from the company, Expense Tracking Register from your Career Essentials, 
 sheet protector with your receipts from monthly expenses, and your Packing Slips from wholesale 
 product purchases.  **You’ll want to keep a couple of sales tickets in the front pocket of your binder to 
 record your ‘personal use’ items and one for your ‘business demo items’.  **Also, you will want to begin 
 tracking your business mileage in a small notebook.  It is important that you RECORD weekly!!!  *A note 
 about your tax consultant:  Because information changes from year to year, I suggest that  you take the time 
 to research his/her background or experience in working with successful Mary Kay businesses.  We use & strongly 
 recommend: John Vetcher Accounting Services, St. Paul Minnesota (651-690-2250) 
 

• 1” BINDER - LABEL “BRAIN BOOK” 
 This binder is your office on the go!  Use tabs such as: Scripts, Booking Prospects, Customer Address List, 
 Team Building Prospects, Team Addresses, Team Reports, Tracking Sheets, Unit Newsletter, Upcoming 
 Events, & Applause Magazine.  Add any other additional headings that you need!  This will be important 
 as you build your business!  You may also want to add and zipper pouch with postcards & stamps! 
  

• LARGER RECIPE BOX & MY CUSTOMERS @ WWW.MARYKAY.COM 
 An easy way to keep your “hard copy” Profile Cards on hand is to file them in a large recipe box under 
 A-Z dividers.  You will not need to refer to them often but if you like to keep hard copies stored than this 
 is the perfect way to hold on to them.  I suggest entering your customers into Mary Kay’s FREE program 
 called MY CUSTOMERS on the www.marykay.com website.  Simply go to www.marykay.com, select
  the intouch link, type in Consultants # and chosen password, then on the left look for the header called; 
 CUSTOMER, then select MY CUSTOMERS.  You can then add everything on their profile card from, pur-
 chases, notes, preferences, important dates, etc.  Once you set it up—it will remind you when to contact 
 them for their; reorders, birthdays, anniversaries, etc!  It’ s the perfect program to help you track the 
 needs of your customers! 

 

• HANGING FILE BOX or FILE CABINET   
 File all other papers under headings so that your office stays vertical and papers are neatly filed. 

Sarah Hjelle-Bjorgaard 



Weekly Summary Sheets On-Line Instructions 
 
 

This is a brief outline of HOW to complete your WAS (weekly 
accomplishment sheets) on line through www.marykayintouch.com .     
It will actually walk you through the process by clicking on next, but 
below is the process, for all you first timers or just if you need a 
refresher course.  This is a very quick and easy way for you to complete 
and send your WAS to me, and your adoptive director!!!   Good Luck!!  
  
Step 0  
To the very far right, under heading Career, click on Record my Weekly 
Accomplishment Sheet.   Will bring you into section to enter your 
weekly figures, if it does not Click on Entry Form.   The week starts on 
Monday and ends on Sunday.  If you want to change this, Click on 
ADMIN, then click on First day of Week.  
  
Step 1 - enter your figures for each selling appt, after each entry click 
on Add.  When you are finished entering your figures for the week, click 
on NEXT  
  
Step 2 - you can now complete your weekly recap by adding # of 
interviews, # of appts for next week, # of new team members, and any 
Section 1 and 2 orders you placed.  
  
Step 3 - enter next weeks goals and any areas you would like for me to 
discuss with you or send you information.  
  
Step 4 - enter prospective (people you interviewed or gave a recruiting 
information to) or new team members information  
  
Step 5 - shows your profit (40% after deducting any products given 
away)  
  
Step 6 - Print out a copy for your records (this and your sales tickets 
attached are your tax records for the week)  and then click on submit to 
my director!! You can also send to your adoptive director, just have 
your adoptive director go to ADMIN, then click on Adoptee, then give 
her your consultant # to add and then she will be able to receive your 
WAS also.  
  
  
 



C A R E E R E S S E N T I A L S –  S U C C E S S TO O L S

INSTRUCTIONS – WEEKLY ACCOMPLISHMENT SHEET

Please note: The weekly accomplishment sheet is not a complete summary for income tax or accounting purposes.

Orders Submitted to 
Company This Week

$______________________ Section 1 wholesale

$______________________ Section 2 at cost

NO. OF SALES (LESS TAX)
SKIN CARE

NO. OF SETS BROCHURE/ HOSTESS PRODUCT
CALLS/ SOLD SKIN ONLINE/ SHOWS PREF. CUST. GIFTS/ GIVEN AWAY

TIME GUESTS NO. OF (BASIC, CARE PERSONAL (TRUNK SHOWS, PROGRAM/ GWP AT AT SUGG. NON-
FOR APPOINTMENTS INVESTED (INCLUDE NO. OF BOOK- TIMEWISE®, CLASSES/ ON THE GO WEB SITE COLLECTION MISC. SALES/ COST* RETAIL RECOVERED

DATE/TIME LIST HOSTESS NAME, ADDRESS, TELEPHONE NO. (HOURS) HOSTESS) ORDERS INGS VELOCITY®) FACIALS APPOINTMENTS ORDERS PREVIEWS, ETC.) REORDERS SALES TAX (SECTION 2) (SECTION 1) SALES TAX

Mary Kay Weekly Accomplishment Sheet
Please note: The weekly accomplishment sheet is not a complete summary for income tax or accounting purposes. 

Send a copy of this sheet to your Independent Sales Director and retain a copy for your files. Use additional sheets if necessary.

__________________________________________________ ___________________ ________________________________________ __________________ Page ____ of ____ 
Independent Beauty Consultant Name and Number Telephone No. Independent Sales Director Name Week Ending Date

Week’s Activity Recap

Potential Team Members Interviewed

Number of New Team Members

Number of Appointments for Next Week

Number of Skin Care Sets Sold

$ Skin Care Classes/Facials

$ On The Go Appointments

$ Online/Personal Web Site Orders

$ Shows (Trunk Shows, Collection Previews, etc.)

$ Brochure/Pref. Cust. Program/Misc. 
Sales/Reorders

$ Weekly Sales Total Less Tax

Estimated Weekly Gross Profit

Weekly Sales Total Less Tax $ ________________
x

Estimated Weekly Gross Profit = ________________

Deposit total amount collected in business account. It is suggested to 
allow 60 percent of sales for product replacement; 40 percent is profit 
less other business expenses.

*Section 2 item, gift or premium given to hostess or customer in addition to, or instead of, a discount from suggested retail price of Section 1 products. © 1984, 1992, 1993, 1995, 1997, 1999, 2002 Mary Kay Inc. Printed in U.S.A. 7772 C02

Please note: The Company grants all Mary Kay Independent Beauty Consultants a limited license to duplicate this document in connection with their Mary Kay businesses. This item should not be altered from its original form.

WEEKLY SALES TOTAL (LESS TAX) YEAR-TO-DATE SALES
TOTAL (LESS TAX)

.40

THIS WEEK’S
TOTAL

YEAR-TO-DATE
TOTAL

NEW TOTAL

4
1
5
4

225.00
50.00

200.00
175.00
100.00

750.00

750.00

300.00

Anita Aikman                       J11223                    (888) 555 - 1010                 Christy McConaughey                   3 / 9 / 02                   1        1

7/1  10 am    Meredith Ford, 1234 Main St., 242-8071 3 4 4 1 2 $225 $14.63 $2.00 $25.00 $1.63

7/2   1 pm     Brenda Damon, 5678 Stanford, 224-6140 .5 1 1 1 1 $50.00 $3.25 0 0 0

7/5   1 pm     Marianna Pitt, 999 Stanford, 222-1110 2 6 4 2 1 $175.00 $11.38 $2.00 $30.00 $1.95

7/5  5 pm     IIII III Online Orders 2.5 8 7 1 0 $200.00 $13.00 0 0 0

7/7  11 am     IIII Preferred Customer Program Calls 1 5 2 0 0 $100.00 $6.50 $7.00 0 0

9 24 18 5 4 $225 $50.00 $200.00 $175.00 $100.00 $48.76 $11.00 $55.00 $3.58

9 24 18 5 4 $225 $50.00 $200.00 $175.00 $100.00 $48.76 $11.00 $55.00 $3.58

9 24 18 5 4 $225 $50.00 $200.00 $175.00 $100.00 $48.76 $11.00 $55.00 $3.58

$400.00

$25.00

$750.00$750.00

Hostess Name,
Address, Phone
For selling appointments, list
the hostess’s name, address
and telephone number.You
might wish to make hash
marks (III) to keep track of
the number of calls you
make when following up
with customers. Do not 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 appointment,
follow-up calls, 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
(including 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 1
product you give away as 
hostess credit, sales incentives,
i.e., a lip protector given with
the purchase of several Sun
Essentials® 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 
10 percent birthday discount 
off an order totaling $50, the
discount amount appearing in
this column would be $5. By
adding the sales less tax column
to this column you will know
the suggested retail 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 1 product given 
away), gifts with purchase 
or Preferred Customer
Program premiums you 
give away. This does not
include Section 1 product
given away.

Non-Recovered 
Sales Tax
Sales tax based on the
suggested retail 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.When product
(Section 1) is given as
hostess credit or sold at a
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 1 items,
for use in tax preparation.

I N S T R U C T I O N S –  W E E K LY AC C O M P L I S H M E N T S H E E T



C
A

R
E

E
R

E
S

S
E

N
T

IA
L

S
–

 S
U

C
C

E
S

S
T

O
O

L
S

IN
S

T
R

U
C

T
IO

N
S

–
 W

E
E

K
LY

A
C

C
O

M
P

L
IS

H
M

E
N

T
S

H
E

E
T

(C
O

N
T
.)

I 
w

ou
ld

 li
ke

 m
or

e 
in

fo
rm

at
io

n 
ab

ou
t 

th
e 

fo
llo

w
in

g 
ar

ea
s:

Bo
ok

in
g

__
__

__
C

lo
si

ng
 M

y 
C

la
ss

es
__

__
__

C
oa

ch
in

g
__

__
__

C
us

to
m

er
 S

er
vi

ce
__

__
__

Sh
ar

in
g 

T
he

 O
pp

or
tu

ni
ty

__
__

__
Bu

si
ne

ss
 M

an
ag

em
en

t
__

__
__

Te
le

ph
on

e 
Sa

le
s

__
__

__
O

bt
ai

ni
ng

 R
eo

rd
er

s
__

__
__

Sk
in

 C
ar

e 
C

la
ss

es
/F

ac
ia

ls
__

__
__

O
n 

Th
e 

G
o

A
pp

oi
nt

m
en

ts
__

__
__

O
nl

in
e/

Pe
rs

on
al

 
Sh

ow
s 

(T
ru

nk
 S

ho
w

s,
W

eb
 S

ite
 O

rd
er

s
__

__
__

C
ol

le
ct

io
n 

Pr
ev

ie
w

s,
et

c.
)

__
__

__

Br
oc

hu
re

/P
re

f.
C

us
to

m
er

 
Pr

og
ra

m
/M

is
c.

Sa
le

s/
R

eo
rd

er
s

__
__

__
O

th
er

 (
__

__
__

__
__

__
__

)
__

__
__

N
ew

 o
r 

P
ro

sp
ec

ti
ve

 T
ea

m
 M

em
be

rs

IN
TE

R-
VI

EW
ED

RE
C

RU
IT

ED
N

AM
E

C
O

M
PL

ET
E 

 A
D

D
RE

SS
TE

LE
PH

O
N

E
E-

M
AI

L 
 A

D
D

RE
SS

(✔
)

(✔
)

N
ex

t W
ee

k’
s 

G
oa

ls

A
m

ou
nt

 o
f S

al
es

$
N

um
be

r 
of

 S
ki

n 
C

ar
e 

C
la

ss
es

/
Fa

ci
al

s
N

um
be

r 
of

 O
n 

Th
e 

G
o 

A
pp

oi
nt

m
en

ts
N

um
be

r 
of

 O
n 

W
ith

 T
he

 S
ho

w
s

N
um

be
r 

of
 In

te
rv

ie
w

s
N

um
be

r 
of

 C
us

to
m

er
 C

al
ls

T
hi

s W
ee

k’
s 

H
ou

rl
y 

E
ar

ni
ng

s

Yo
ur

 E
st

im
at

ed
 W

ee
kl

y
G

ro
ss

 P
ro

fit
$

÷
H

ou
rs

 W
or

ke
d

=
To

ta
l E

ar
ne

d
Pe

r 
H

ou
r

$

D
ea

r 
S

al
es

 D
ir

ec
to

r:

✔
St

ep
ha

nie
 B

ro
wn

57
29

 O
ak

, A
ny

to
wn

, T
X  

75
10

6
(2

14
) 6

27
-12

75
SB

@
em

ail
.co

m
✔

Ja
ne

 M
ille

r
44

24
 M

ap
le,

 A
ny

to
wn

, T
X  

75
23

1
(2

14
) 5

92
-18

26
JM

@
em

ail
.co

m
✔

✔
Ma

rg
ar

et
 C

ole
13

17 
Wo

od
wa

rd
, A

ny
to

wn
, T

X  
76

01
2

(9
72

) 6
11-

12
21

MC
@

em
ail

.co
m

✔
Ca

ro
l A

da
ms

 
86

24
 M

ar
sh

, A
ny

to
wn

, T
X  

75
22

9
(9

72
) 5

95
-4

38
6

CA
@

em
ail

.co
m

30
0.

00 9

33
.3

3



MONTHLY FINANCIAL WORKSHEET

Month ______________

                 Item  Amount                      Item  Amount
Advertising Office Expenditures
   Business Cards  Dues/Publications
   Newspaper Ads, etc   Office Equipment

  Office Help
Automobile MK Mileage   Office Supplies

  Postage/Freight
Banking  Printing/Copying/Faxing
  Bank Service Charge
  Business Loan Payment Products/Sales/Classes
  Credit Card Proc. Fee   Bad Debt

  Customer Refunds
Child Care  Dovetail Expense

  Hostess Credit(Product)
Communication Expense   Nonrecoverable Sales Tax
  3 Way Calling  PCP Gift Items
  Call Waiting/Forwarding   Personal Use Product
  Cell Phone/Pager   Product Purchases(WS)
  Internet Access   Sales tax Pd to MK
  MK Long Distance   Shipping Charges
  MK Web Page   Supplies - Other
  Voice Tel Msg System   Supplies - Sect 2 & 3

  Total Retail Sales
Educational Materials
  Tapes/Books/Videos Wardrobe Expense
    Red Jacket, Dir Suit
Event Expense  Beauty Coat
  Meeting Room Fees   Dry Cleaning for Above
  Conf. Registration Fees
  Meals Legal/Accounting Fees
  Hotel
  Travel(Air, Cab, Parking, etc) Other

Food(Open House, Debut)

Insurance
  Product
  Liability
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Name Week of

    A -  1 skin care class/collection preview  (minimum $100 retail / 3 faces)
    B -  2 facials or on-the-go appointments  (minimum $100 retail / 3 faces)
    C -  2 new bookings
    D -  $100 retail in customer service, Web site or brochure sales
    E -  1 marketing tape follow up with questionnaire completed
    F -  1 team-building interview with questionnaire completed
    G -  1 guest to a unit meeting - stay for marketing presentation
    H -  7 new names and numbers
     I -  1 new team member

What's Your Goal:

1.  

2.  

3.  

1.  6.  11.  

2.  7.  12.  

3.  8.  13.  

4.  9.  14.  

5.  10.  15.  

Part-Timers
IPAs Done

Full-Timers
IPAs Done

Car / Sales Director
IPAs Done

A variety of activitiies are suggested, but you'll want skin care classes / collection previews to be your 
first priority!

Submit this sheet along with your Weekly accomplishment Sheet and any other supporting material on 
a weekly basis.

In the spaces below, type the letter of each activity as you complete it.

Complete any 10 activities 
or 2 per day

Do you want results from your Mary Kay business?
More Money?  Earn the use of a career car?  Independent Sales Director?

Then you'll want to concentrate on these income-producing activities on a weekly basis.

Complete any 5 activities 
or 1 per day

Income-Producing Activities
Weekly Tracking Sheet for Consultants

Are you a part time 
Beauty Consultant?

Are you a full-time 
Beauty Consultant?

Did your activities support your goal this week?

The idea for this form was provided by Independent National Sales Director Bett Vernon

Complete any 15 activities 
or 3 per day

Do you want to earn the 
use of a car or be a Sales 

Director?




