Checklist for Organizing Your Business

Starting your own business may be overwhelming. I remember the feeling well, so I’ve put together a checklist to help you focus on the things that will lay the groundwork for a successful business.

THINGS TO DO RIGHT AWAY:


Call Lisa Rada to schedule your new consultant orientation.  (608) 849-1972.

Start calling Sue Pankow’s HOTLINE on a daily basis, 518-777-1240 and 

Lisa Madson’s 209-647-1308,  Program both into your cell phone.


Make a list of EVERY woman you know. This will be your contact list for booking your first appointments. Put an * next to each person who you would love to have on your Mary Kay team.


Book your first 8 parties, using the New Consultant Booking dialogue within 7 days and earn your DVD of “YOUR FUTURE IS NOW” by Lisa Madson!

If you have not watched Your Future Is Now please go to www.lmadsonsharing.com.  Watch it and let me know you have done so.  It is 50 minutes in length.  


Sign up for your personal shopping website.  It is $30 for your first year to have it.  Very worthwhile for your customers to order from you, but you will ship the product to them out of your own inventory or through customer delivery service.  www.marykayintouch.com.  


DO NOT SIGN UP FOR PROPAY.  I suggest utilizing Square.  I will give you my code which gives you $1000 in sales of free processing.  When you ready let me know and I will forward the code.


Order your business cards, nametag, product labels, stamper, etc. Please see the MKConnections order form in this packet or go to www.marykayintouch.com Go to Ordering/MKConnections.  Make sure to order a Business Kit so everything is included.  Be sure to order this after your website and put your web address on your business cards.

Open a checking account to be used for your Mary Kay business only. DO NOT print “Mary Kay Cosmetics” on your checks. We are independent contractors with the company, but we are not their employees. 

Set up a workspace. A card table and a few office supplies will do.

Purchase a few office supplies. Three ring binders, spiral notebooks, plain paper, an index card box - the larger size that will fit the profile cards in it, an adjustable 3-hole punch, tab dividers, sheet protectors, manila folders 9” X 6” and 9” X 12”.

Purchase skin care class supplies: 100% Triple Size Cotton Balls, 6-8 headbands or clips.

Assemble 10 hostess packets. Include generic hostess flyer; guest list; outside order sheet; What’s In It for me brochure; your business card.  

Assemble 10 recruiting packets. Include your business card, Beauty Consultant Agreement, Lisa Madson BRAVA magazine article, piece of literature about the company (will come with your first inventory purchase), Mary Kay Cosmetics Marketing Plan w/ 6 Key Qualities on the backside.

Make 6-8 copies of the Create-a-Roll up Set Sheet on card stock and put in page protectors.  The latest Set Sheet can always be found on www.lisarada.com. Pswd is redhot Training Center/Skin Care Class/Set Sheet.  There is a Set Sheet for the Miracle Set and one for TimeWise Repair.

Put a professional message on your voicemail letting everyone know you are with Mary Kay Cosmetics.


Add a signature file to your outgoing email with your name, phone number, Mary Kay website.
ONCE YOU RECEIVE YOUR STARTER KIT:


Take the retail product out of its boxes.  Take the matte only foundations out of box to demo.  The luminous you can sell.


Observe 2 skin care classes taught by your recruiter, a seasoned consultant, or your sales director.


Familiarize yourself with our product brochures.

AFTER YOU RECEIVE YOUR INVENTORY ORDER:


Take out of your inventory all the products shown on the Create-a-Roll up Set Sheet.  Put product in a travel roll up bag.  This will be your demo bag at your appointments.  Do not put any personal use products in this demo bag.  Everything must be pristine and not contaminated with your germs.  All products must be squirted on a clear tray NEVER to be put into someone’s hand or on their finger.

Order your sample organizer.  Go to www.sharodan.com.  It is the Book of Colors.  Approx. $40
KEY THINGS TO BUILDING YOUR FUTURE:

1. Attend your success meeting every week and bring guests. Take advantage of all training offered.  

2. Listen to positive Mary Kay CDs daily. Build your training library.

3. Set daily, weekly, monthly, and quarterly goals. Let your director help.

4. Track yourself. You will need to turn in Weekly Accomplishment Sheets or do online and Quarterly Tracking Sheets.

5. Hold selling appointments and interviews every week.
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