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Keys to Success 
 

Getting Organized 
 
 

 
1. Weekly Accomplishment Worksheet 

 
2. Business Tracking Register 

 
3. Expense Sheet for Company 

 
4. Getting Organized 

 
5. Order Boulevard (BLVD) Inventory Software  

 
6. Tax Information 
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GET ORGANIZED 
 

Supplies 
 Bank Box (Office Max special order part no. GLW96GRE; $14.79 ea.) 
 Mini File Folders 
 Monthly dividers for bank box 
 Alphabetical dividers for bank box 
 One 2 ½” 3-ring binder 
 Tabs for binder 
 Accordion file (with monthly tabs) or several 3-whole-punched plastic envelopes (Target) 
 3-slot desktop mail organizer 

 
New Customer Profile 

1. Enter customer in My Customer or Preferred Customer database on MK InTouch 
2.  File top sheet of profile under birthday month in bank box 
3.  Label a mini file for that customer 
4.  Note on the inside of the folder anything you want to remember each time to talk to that person 
5.  Make a note of any follow up in your date book (note follow up on the right side of the back of 

the profile as your closing with your skin care class guests 
 

Customer Receipt 
1.  Enter the order in your order form to replace your inventory 
2.  Enter the sale on your Weekly Accomplishment Sheet 
3.  Attach top copy to your WAS 
4.  Give the Customer Copy to the customer 
5.  If the sale needs additional action, file the bank copy in the appropriate slot of your desktop 

mail organizer (see below); if the sale is complete, file the bank copy in their file and file it in 
the bank box 
 

Desktop Mail Organizer 
1.  If the sale requires delivery, file the bank copy of the sales ticket in the first slot 
2.  If the sale required collection of payment, or if you are waiting on someone to return product 

they want to exchange, file the bank copy in the middle slot 
3. File receipts of loans or trades with other consultants, along with your current order form and 

WAS, in the third slot 
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GET ORGANIZED continued 
 
 
 
3-Ring Binder 

1.  Label tabs for Demos, Gifts, Personal Use, Mary Kay Order Receipts (wholesale orders), PCP, 
Commission Statements and WAS (or you can use 3-wholepunched plastic envelopes for all or 
some of these) 

2.  Three-hole punch a sheet of paper behind each tab for demos, personal use and gifts; each 
time you use a product for any of these purposes, enter it onto the log.  Enter the item name, 
the purpose of use, retail amount and unrecoverable sales tax. 

 
Accordion File/Plastic Folders 

1.  Use the expense tracking register, either quarterly as designed or one for each month 
2.  At the end of each month or quarter, total the receipts in each category and either file it in the 

appropriate month of your accordion file or file it with your receipts for the quarter and start a 
new plastic envelope 

 
Important Business Forms 

1.  Weekly Accomplishment Sheet 
2.  Business Tracking Register 
3.  Expense Tracking Register 
4.  Weekly Plan Sheet
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