
Weekly Accomplishment Sheets 

 

Hostess Name,  
Address, Phone 

Date/Time of activity. 

Number of Skin Care 
Sets Sold 

Number of orders received at 
activity. 

Number of follow-up calls 
or guests at activity. 

Number of hours invested 
to complete activity. 

Sales Tax collected. 

Retail Sales before sales tax. 
Product Given Away.  
Record the suggested  
retail value of Section 1 
product given.  By adding 
the Sales Less Tax column 
to this column, you will 
know the value of product 
that left your inventory. 

Hostess Gifts.  Record your  
cost for hostess gifts (other  
than Section 1 product). 

Non-Recovered Sales Tax.  
Record Section 1 product 
given away or sold at a price 
less than suggested retail for 
tax preparation. 

Number of  
appointments booked 
at the activity. 

Weekly Accomplishment Sheets (or Summary Sheets) should be completed every 
week and a copy turned in to your Director every week.  Weekly Accomplishment 

Sheets must be turned in to collect prizes awarded for Unit or Company challenges.  
You may fax or email a copy to your Director.  You may bring a copy with you to 

your weekly meeting.  Or you may complete your sheet online through 
www.marykayintouch.com by clicking on Record My Weekly Accomplishments  

and following the instructions. 
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