Steps for Successful Inventory Management

1. Everything that comes off your shelf (or is ordered, if you are not carrying full inventory yet) gets a sales ticket!  You have 4 choices:

a. Customer Name (Sale)

b. Personal Use

c. Promotional Giveaway

d. Demonstrator

2. Process payment, if necessary.  Notate the authorization # on all credit card transactions on the front of the sales ticket.

3. Designate a place in your office for all sales tickets before they are filed.  This can be an envelope or a stackette, but something designated just for sales tickets at this stage.

4. When you are ready to order, take a blank paper order form from MK Corporate and tally EVERYTHING off the sales tickets onto the order form.  You can find the order form in Applause magazine monthly.  You can also order one for free from the company when you place your order.

5. Using your tallied order form, place your order on www.marykayintouch.com.  Remember to order a new order form when you check out (there will be a special box for you to check when you check out).

6. Separate your sales tickets and file them into your permanent tax files.

7. Shred remaining carbon copies.

8. Repeat this process every time you need to order!

