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KEYLIME REPRESENTATIVE INFORMATION DOCUMENT:

Your Guide To Becoming The Ultimate KEYLIME Rep

Welcome New Rep!

Welcome to Team KEYLIME!

Although there any many things in this world that we cannot guarantee, one thing that we can promise you is that we are SO happy to have you as a member of the Team and cannot wait to get to know you better!  


This new adventure that you’ve embarked on is your opportunity to create your own small business. We look forward to helping you along the way.  This document will give you all of the resources you need as you begin your journey in becoming the ultimate KEYLIME Representative.  It will include everything from how KEYLIME Athletic Wear came about; to the forms required when hosting your parties.  This package has it all!  

Let’s get started shall we?
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KEYLIME

A Message from Kristi Wozniak (Owner & Founder) and Randi Bretzlaff (Owner & Rep Coordinator)

Well, what can we say?  Welcome!  We are so excited that you are now going to be a part of something that is so close to us and our families.  KEYLIME has been something that we’ve all invested so much into and we’re so glad to have you as part of our Team!  
At KEYLIME, not only are we dedicated to providing our customers with high quality athletic apparel, but we’re committed to providing them with a paramount level of customer service.  This is not only our responsibility when a customer visits KEYLIME in-store at our Sherwood Park location, but we’re now passing the torch on to you as you begin your journey as a KEYLIME Rep.  

Welcome to the Team!  We’re so happy to have you! 

Kristi Wozniak& Randi Bretzlaff

KEYLIME Athletic Wear

Our Company

Back in late 2008, Kristi decided to embark on a journey that would surely shape her life for the next ump-teenth number of years.  After completing her degree in Criminal Justice, Kristi combined her interest in business and her love of fitness to create KEYLIME Athletic Wear.  

The concept for KEYLIME is not something that happened overnight.  One day, Kristi and her then business partner decided to hop on a plane and fly out to Vancouver to visit the many different yoga apparel retailers and wholesalers.  It didn’t take long for them to realize that there was a common problem in each store that they visited; sizing and fit.  It seemed that all of the yoga wear was made to fit the size 00, six-foot tall model but there was nothing designed to fit the “real woman.” As they say, the rest is history.  


Kristi has developed a company that prides itself on catering to the real women for the retail segment, and as a wholesale provider. KEYLIME truly is a business that is dedicated to a superior level of customer service and as a company that sincerely listens to what its customers have to say.  When designing the patterns for the KEYLIME clothing, Kristi and Randi take into consideration the feedback they receive regarding each individual piece and adjust the patterns accordingly.  

KEYLIME is a fast growing company and welcomed the partnership of Randi Bretzlaff in March of 2013. Randi signed up as a KEYLIME Rep in September 2012, and quickly fell in love with everything KEYLIME. Randi and Kristi share the same vision, dreams and business values.

As a company who is dedicated to helping its customers look their best, feel their best, and be their best, KEYLIME will stop at nothing less.   

There are great benefits to being a part of our KEYLIME Team!

At KEYLIME, we are committed to helping our customers look their best, feel their best, & be their best, no matter their age, body type, or fitness level. 

As a KEYLIME Rep, you will receive:
 
30% OFF all KEYLIME clothing orders

15 to 20% commission depending on your monthly sales!

The opportunity to grow your own KEYLIME team, and earn 3-5% commission of your team’s sales.
The opportunity to work with a fabulous team of women who want to see you and your business grow and succeed.
What are you committing to?
What’s Your Commission?

Trust us, there’s a crazy amount of ways that you can make money! Private Parties, Trade shows, Private shopping visits, fundraisers, team sales, corporate wear…the list goes on!


Trunk Party, Tradeshows, Individual Orders: 15% commission from Net Sales

KEYLIME HQ Party: 15% commission from Net Sales

Fundraising: 10% commission from Net Sales

In Store Personal Shopper and Referrals: 10% commission from Net Sales

Online Sales and Facebook Parties: 10% commission from Net Sales

In Store Sale Items: 10% commission from Net Sales in, in store credit
Team or Corporate wear: 10% commission from Net Sales

Wholesale: Receive a $100 bonus when they order a minimum order of $1000.  You will continue to receive an honorarium of 3% of the wholesale cost as long as you continue to maintain their account by placing their orders and ensuring that they are respecting our pricing, and of course, as long as your continue to be a KEYLIME Rep.

*Trunk Parties, Individual Orders and Tradeshows start at a base commission rate of 15% of your Net Sales (before tax and shipping). If your total Net Sales for the month (1st day of the calendar month to the last day of the calendar month) exceeds $2000, you will progress to a higher commission rate of 20%. Please note that this only applies to Trunk Parties, Individual Orders, and Tradeshows.

How to Grow Your Team!
Want to make some KEYLIME Cash? Grow your team! If you come across any amazing people that would love to join your team, you get rewarded for having active Reps sign up with you! See the “How to sign up a KEYLIME Rep” document for further details.
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KEYLIME Cash is generated by having 2 or more active Reps submit 1 or more parties each per month (a qualified party is defined by 3 orders PLUS the hosts order). 

You must also be active to collect your KEYLIME Cash. 

KEYLIME cash can be used toward product or paid out.  

1 KEYLIME Cash dollar is equal to 60 Canadian cents. 
**an active Rep is a person who submits one trunk party order in a 30 day period. 

It’s All About the Party

Finding a Host
Okay, so now you’re ready to get going but first things first, you need to find a host.  This really shouldn’t be a difficult task.  Wear KEYLIME, we promise you that people will stop to ask you where you got your clothes. In your daily ventures, talk to people!  Tell them about what you do and how much you love what you do.  People will feel your energy and feed off of it!   

The KEYLIME Trunk Parties are a very unique and fun way for some friends to get together for some yummy snacks and maybe even a few cocktails, so chances are, people are going to be all over this!  

When you find someone who is interested in hosting a Trunk Party, it will be very important for you to gather their information, maybe even more important than them getting yours.  Make sure that you give them your card, but also take down their information so that you can touch base with them at a later date.  I think we can all admit to chickening out when someone gives us their card and tells us to call them, so by you taking the initiative to follow-up with them and make the follow-up call yourself, you will be even one step closer to hosting a Trunk Party with them! Tradeshows are a great opportunity to book parties and network with people other than your friends and family. We’ll give you more info on tradeshows a little later on.

Event Options:

Trunk Party:

There are so many ways to go about this option.  Of course, this option allows the host of the party to choose where they would like to host their event, which as a result, means that the possibilities are endless.  This option would be the most intimate interaction between you, the host, and the guests as you would be welcomed into someone’s home to host your Trunk Party.  

To qualify for the Party Perks (monthly special, host benefits, and guest benefits), the party must meet the criteria for a qualifying party. A qualifying party must have a minimum of 3 orders PLUS the hosts order. If there are not enough orders, the host and guests are not entitled to the party perks. You can however add on individual orders to make it a qualifying party.

This style of event will take the most preparations from you as you will be required to “pack up shop” and create your own little KEYLIME boutique in someone’s home!  When you become a KEYLIME Rep, you will be granted access to the KEYLIME Rep Mail Templates on the KEYLIME Website.  You will have access to all of the different email templates you will need.  Considering KEYLIME caters to the real woman, having a wide array of sizes at your Trunk Parties will be a defining, and crucial component to your business.  (We will discuss the option of having your own samples at your parties later in this document).

We understand that it isn’t realistic to have all of KEYLIME with you at every trunk party, and it will be important for you to make the call as to how many clothing articles you should be bringing with you.  For a typical party, having different sizing options in your regular samples would be sufficient.

Benefits for Hosts

We want to provide a little extra incentive to our Trunk Party Hosts and what better way to thank them for hosting KEYLIME, than to give them some awesome deals on KEYLIME for them. 
Host Rewards
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Guest Benefits

How about an added incentive to get people even more excited about KEYLIME Parties!? These guest benefits can be offered at all qualified parties! All free items must entered on the order form. If any item is left out, KEYLIME will not be responsible for the shipping costs.
· Guests who spend over $250 at a qualified party will get a free bamboo headband (retail $10).

· Guests who spend over $350 at a qualified party will get a free perfect tank (retail $18).

· Guests who spend over $500 at a qualified party will get both a bamboo headband and a perfect tank!
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Monthly Host Specials

In addition to the above KEYLIME Host Rewards, we will provide monthly specials for you to distribute to your Hosts.  These offers will be on specific items that we will be featuring as the Host’s Special and will only be available for the Hosts whose Trunk Party falls within that particular month.  On the 25th of every month, KEYLIME will send you the Host Special in the form of a Mail Chimp email for you to forward to your hosts for that specific month. It is a good idea to send this special to everyone on your KEYLIME contact list (the emails you collect from parties and tradeshows). The Hosts Special can only be applied to qualifying parties, and is not applicable to individual orders. Host specials cannot be substituted.
It’s Party Time
So here’s that little check-list! 
Before the Trunk Party
· Find a Host

· Determine what kind of Trunk Party you will be hosting

· Determine the date, time and location of the Trunk Party

· If you are hosting the Trunk Party at KEYLIME HQ, email info@keylimecanada.com to ensure that your date and time is available.  

· Fill out the templates provided on the KEYLIME Rep Website, and email the information to your host.
· You will receive the host special via mail chimp on the 25th of each month. Feel free to share this special with any hosts or potential hosts. Advertise these specials on Facebook, Twitter, Instagram, Pinterest, or any other Social Media. Send it out to everyone on your KEYLIME contact list.
· 3 days prior to your event, contact your host to see if she has any questions and to find out how many of her guests have RSVP’d to the event.

· It is very important to only order off of the KEYLIME Pricelist and the Website. 
Day of the Trunk Party

· Pack up your Trunk!

· Always remember to include your KEYLIME Rep Package, your business cards, your KEYLIME samples…  It’s also a good idea to make sure you have some change with you in the event that someone decides to pay with cash.  You might want to get your hands on a clothing rack (good places to look are kijiji and Canadian Tire).
· Get your buns over to the location of your Trunk Party 30 minutes prior to your party to set up your garment hanger, your samples, catalogues, and order forms. 

· It is very important to inform the host and guests about KEYLIME’s return policy.

· Please let hosts and guests know that items are NOT sitting in a warehouse waiting to ship out. Items are made as orders come in, and production can take 4+ weeks. Custom orders and Other brands can take longer.
· Shipping: 
1. Hosts receive free shipping on qualifying parties.

2. Party Guests pay 7% shipping on the subtotal. Shipping is free for party guests if their order is over $100.

3. Orders can either be shipped to the host OR the Rep. KEYLIME will ship out orders individually at a cost of $15 per individual address.
· Be your wonderful, fabulous self at the Trunk Party in your favorite KEYLIME outfit and make those sales happen!

· Make sure you don’t finalize the order form for your Host!  You will need to enter all of the guest’s orders into the Trunk Party Summary form to see what your Host’s discounts will be after seeing what the guest sales are.
After the Trunk Party

· Take all of the order forms and enter the order into your Trunk Party Summary form. 
· All up to date forms and files can be found on the KEYLIME Website Rep Page. Please check back regularly for updates and new forms.
· Look at the Subtotal amount under the Guest’s Order section.  This is the amount that will determine your Host’s free product value and ½ priced items. Please note that Free Product cannot be applied to the ½ priced items.
· After you have determined your Host’s discounts and have finalized all of the information associated with this specific party, contact your Host and let her know what her discounts will be.  See if she would like to adjust her order at all after knowing what her discount will be. No credit will be given.
· If anyone has placed a random, individual order with you around the same time that you are placing an order for a Trunk Party, you can tack that order on to the Trunk Party order.  

· Please include the hosts email address on the order form. KEYLIME likes to contact the host to inform them when their order has been submitted.

· After you have filled out the Trunk Party Summary form save the file and send it to order@keylimecananda.com
· Orders get placed every Tuesday morning. Please take this into consideration when submitting your orders.
· If any items are backordered KEYLIME will notify you ASAP. It is then your responsibility to contact the customer. Find out if she/he would like to wait, get a different item or color, or offer a refund.

· Print all of the forms you just filled out to file in your own office files.  This will act as our cross-reference if ever a customer calls you and needs information.

· KEYLIME will send a confirmation email upon receiving your order within 72 hours. If you have NOT received confirmation, please email order@keylimecanada.com to confirm that the order has been received.
· Since KEYLIME products are made to order in Canada, orders typically take approximately 4 weeks for production. It is very important to notify your customers of this at the very start.
· Thank your Host for the hospitality and for helping to bring KEYLIME to just that many more people! 
· Four weeks after the event, follow up with KEYLIME to ensure that the order went out. Send all inquiries to order@keylimecanada.com 
· Do not inquire about orders on the Face Book Rep Page, via text message or phone call.

· Follow up with your host to see how she and her friends enjoyed the event.  Please make sure to thank her again.
· Just to recap. When submitting orders please email us: The completed Trunk Party Summary and all payments made, this includes cash, cheque, credit card.
At KEYLIME HQ
When hosting a party at KEYLIME HQ in Sherwood Park, you reap the benefits of having all of the size and color options at your fingertips.  When KEYLIME has hosted private parties at KEYLIME HQ in the past, we have done anywhere from $1000 to $3000 in sales, so we can promise you that with your awesomeness sprinkled into the mix, you could certainly do the same! 

Although this party is hosted at the KEYLIME store, it will still be important for the host to organize the event as she would be hosting it in her home.  It would be great to encourage your host to have a couple of finger foods and to set up a refreshment table in the store.  This will make her guests feel welcome and comfortable in the “public” environment. 

When booking a Trunk Party at KEYLIME HQ, it is important to ensure that another KEYLIME Rep is not using the space and to book your party by emailing info@keylimecanada.com

KEYLIME HQ will only be available for Trunk Party bookings after-hours when the store is closed.  A private event cannot be held during regular business hours. 

KEYLIME Regular Business Hours are as follows:

Monday: 10AM – 5PM

Tuesday: 10AM – 6PM

Wednesday: 10AM – 8PM

Thursday: 10AM – 8PM

Friday: 10AM – 6PM

Saturday: 10AM – 6PM

Sunday: closed (expect from Nov to Jan open 12-4)
Considering the Trunk Party will be hosted at the store, KEYLIME will require one corporate staff to be on hand which is another reason why it will be so important to book the space at least two-weeks in advance. (Exceptions may be made for the two-week advanced booking but please info@keylimecanada.com if this is required). Although there will be a corporate KEYLIME staff on-scene, their responsibility is simply to unlock the door for your event, man the till, and lock up the store after your event is finished.  It will be your responsibility to clean up HQ and do all of the “sales” related duties throughout the night. A Trunk Party at KEYLIME HQ is also a great opportunity to have an open house for your friends and family, and introduce them to everything that is KEYLIME!

Funds for Fundraising

One of the benefits of being a locally owned and operated business is that we are truly able to make a difference in our community through our different outlets and we thought you would like this opportunity as well.  We want to encourage our local organizations to come to KEYLIME when they need a unique fundraising option for their organization.  There are tons of different fundraising options out there but none quite like what KEYLIME can offer.  

One simple option is to distribute catalogues and order forms to the organization and allow them to work their magic to collect orders.  This option will allow the organization to collect 10% of all sales in CASH! 

KEYLIME is very open to exploring other fundraising opportunities.  Maybe the organization would like to fundraise by selling water bottles or yoga mats; let us know whatever the case may be and we will work out an agreement to provide the organization with the option to suits their needs!
Store Referrals

Tell someone about KEYLIME, if they come in and mention your name (or hand us your card you will benefit from the sale. It’s that simple! 

Online Sales

Refer customers to our website http://www.keylimecanada.com/ and make commission from the sale! Customers will put your name in at checkout. We will notify you at the end of the month when there’s a purchase made under your name. That’s it!

Sale Items

Everyone loves a good deal! Items sold at sale prices will qualify for in store credit only.
Team Up for Team wear

There are so many different teams that would look beyond fabulous in our KEYLIME Team wear so we have developed an option to help bring YOU to the finish line.  When a team decides to be outfitted with KEYLIME, we will offer them a 10% discount on their total order.  When purchasing pants and jackets for 15 girls or boys, this makes a HUGE difference. One of our top selling items for Team wear is our custom made Edmonton hoodie!

· Logos: Our bamboo items can have 3M logo’s applied. There is a $25 base set up fee, and then based on the size and location of the logo there will be a logo fee per item. 

· Embroidery: Our Edmonton Made Hoodies can be embroidered. There is a $25 base set up fee, and then based on the size and location of the logo there will be a fee per item.
Encourage teams to also source out their own embroidery place, as they may get a better deal.
Tradeshows

Tradeshows are happening all the time, whether it’s a community One Stop Shop or a larger event. Tradeshows are one of the best opportunities you will have to market yourself and network. Hand out your business cards and flyers and talk to people! There are so many ways to draw people to your booth, ie. Set up a draw box, and have people enter their names to win a free item (KEYLIME waterbottle, etc.); put flyers in the swag bags; have a clipboard set up with a form where people can write their name and email if they’re interested in booking a KEYLIME party. 
Before the Tradeshow:
· Find a tradeshow. Pay attention to the Facebook Rep Page, as we will be posting any Tradeshows that we hear about and get invited to on that page.

· Determine the date, time, and location of the tradeshow.

· Contact the organizers of the tradeshow. Ask the organizer if there are any other KEYLIME Reps committed to the event. Fill out required paperwork and make payment to the organizer. (Reps are responsible for the tradeshow fees). Reps are responsible for finding out when set up is allowed.
4 Weeks prior to the Tradeshow:

· If you want to purchase items for your show, you must place your order with KEYLIME at least 4 weeks in advance (the more notice the better). 
· KEYLIME banners are available for purchase. Please email info@keylimecanada.com for more information.
· Want promotional items? Go to the VistaPrint Website and order whatever you like. It’s your business so customize it to your needs! We just ask that you use the new KEYLIME logo. Our font is Bebas and Ariel.
http://www.vistaprint.ca/vp/ns/default.aspx?GP=3%2F3%2F2013+5%3A02%3A03+PM&GPS=2761428242&GNF=0
Day of the Tradeshow:

· Always remember your KEYLIME Rep Package. You will need business cards, look books, order forms, pens, calculator, etc. It’s a good idea to have some extra change on hand. 
· Arrive early to make sure your display looks amazing! You can see how other Reps set up their tradeshow display from pictures on our private KEYLIME Facebook page. 
· Be your wonderful, amazing self in your favorite KEYLIME outfit.
· Remember that tradeshows are an awesome way to network, advertise, and get your name out there! It is a good idea to have a clipboard out with a form that people can write their email down if they’re interested in a party.
· Orders from tradeshows over $100 before discounts and tax will qualify for free shipping. Orders under $100 will apply a $15 flat rate.
· Be sure to fill out the tradeshow tracking form in detail. REPS will be responsible for providing an accurate sales report for all orders.
After the Tradeshow:

· REPS are responsible for taking down the display.
· If there were any orders placed at the event, an order summary, payment, and packing slip must be sent to order@keylimecanada.com
A Whole “lotta” Wholesale

We’re pretty sure that each and every one of us has been somewhere and said to ourselves, “This place should carry KEYLIME,” so why not make it happen!?  Anyone can carry KEYLIME; we just ask that they keep the prices consistent with our prices in-store and online.  

It’s All About the Clothing

Fabric Information:

Now that you’re ready to become part of the Team, we think its best that we go over exactly what the benefits of our fabrics are.

Bamboo*:

Our bamboo fabric is softer than the softest cotton.  Yes, we agree, it does sound a little cliché but let’s be serious, this stuff is soft!  Not only is the bamboo fabric extremely soft, but it’s extremely breathable, moisture-wicking, and designed to keep you cool in the summer and warm in the winter.  It’s pretty smart if you ask us.  There are many benefits to wearing bamboo and one of those main benefits is that you are doing your part in helping the environment by wearing it.  Bamboo is a sustainable material and when consumers make the choice to wear bamboo, it’s making that little difference in preserving our environment.  It is grown without pesticides or chemicals and is 100% bio-degradable.  All of our bamboo products are pre-shrunk so there are no surprises after your favorite bamboo sweater hits the good old washer/dryer combo. 

* 70% bamboo, 25% cotton,5% spandex
Supplex:

Anyone who has every put on a pair of supplex pants can understand why they would call this the “miracle fabric.”  Slipping into anything made of supplex can shave pounds off those dreaded areas in mere seconds.  Not only is supplex great for the eye but it’s also extremely comfortable and breathable.  This material is shrink resistant and certainly won’t fade, but best of all, the supplex at KEYLIME is Canadian made!  With the bamboo fabric you get the benefit of preserving the environment and with our supplex, you get the benefit of supporting a locally made product! 
Cotton: 
Our cotton is preshrunk. Cotton is great for warmth and comfort. However, it will fade and shrink if not washed in cold water and hung to dry.

Size Chart

As with most clothing, our sizing may vary by style and fabric, but this sizing chart is our friend and is what we ask the factory to base our KEYLIME styles off of.  As you get to know the clothing, you’ll be able to advise your customers to what certain items will fit like and what size you think would be best for them. 

	Women’s
	XXS
	XS
	S
	M
	L
	XL
	XXL

	Bust
	32
	34
	36
	38
	40
	44
	48

	Waist
	24
	26
	28
	30
	32
	38
	42

	Hips
	34
	36
	38
	40
	42
	48
	52


Our Products

We have included a list of all of the KEYLIME items in our KEYLIME Pricelist on the KEYLIME Website Rep Page.  This document outlines the name of each item, the sizes & colors available, and of course, the prices of each item.  

If Reps choose to sell products other than KEYLIME, they will be responsible for checking to see if it is on the KEYLIME website. If it is not on the website, it cannot be ordered. 

Reps cannot offer discounts on ordered products. 

Return Policy

Considering there are some items that your Trunk Party guests will not be able to try on, we wanted to make sure we have a sound return policy to ensure that they felt comfortable pursuing their KEYLIME purchases.  

The Return Policy is as follows:

We hope you love your KEYLIME purchase!  We take extreme pride in providing you with the highest quality of athletic apparel and we want to make sure that you are completely, 100% satisfied with your purchase!  If you are not, you can return your purchase within 10 days of receiving your order, with your tags intact and the product unworn.  Your shipping costs will however not be reimbursed.  After the 10 day period, you will have up to 30 days to receive a KEYLIME credit.  Clearance items, undergarments, and custom made items are final sale. If you have any questions or concerns, please contact your KEYLIME Rep.

Again, we thank you for your KEYLIME purchase! 

Please ensure you staple a Return Policy to each and every Order Form that is filled out at a Trunk Party. If a customer is exchanging an item for another item, they still need to pay shipping cost for the new item being sent. 
If a customer does want to return or exchange an item purchased through an order, you must fill out a return/exchange form. If the customer purchased the item from a Reps stock, the Rep is then responsible for providing the refund or exchange, not KEYLIME. You are also responsible for adjusting your monthly summary accordingly. All returns will be deducted from your commission.

Please keep in mind, the following policies about returns:
• The item must be in perfect condition with the original tags attached. Items that appear worn, soiled, and odorous, damaged, or altered items will not be refunded.

• Please send a copy of  proof of purchase, along with a return/exchange form.
• Shipping fees are not refundable. Customers are responsible for the cost of shipping their items back. A flat rate of $9.99 is charged to resend an exchanged item.

• Store credit or exchange will only be offered if the product is returned after 5 days of receiving your items.

• Send your item to

KEYLIME Athletic Wear #12 975 Broadmoor Blvd. Sherwood Park, AB
T8A 5W9
Are there any items that can’t be returned?
Yes. Bras, Underwear, head wear, water bottles, gift cards and items bought on sale are final sale.

When will my purchase be refunded?
Once your package has been received, your refund will be issued in the original form of payment within seven business days. You will be notified via email when this transaction has taken place. Please note that banking institutions may require additional days to process and post this transaction to your account once they have received the information from KEYLIME. The credit may not show up until your credit card’s next monthly billing cycle. Paypal will refund your credit card.

Samples

What we have done is developed some different levels of sample packages.  These sample packages range from $350 to $1200.  Samples apply only to KEYLIME items, not the other brands we carry. Having samples and sizes of different items on hand will certainly help you make your sale so we do recommend that you purchase your own sample package however this is not a requirement to becoming a KEYLIME Rep.

How this will work is upon signing up to become a KEYLIME Rep, you will have the opportunity to place your order for your sample package.  Sample Packages are available at 40% off retail. Sample packs will be available within 30 days when you sign up, and then seasonally. When ordering additional samples please fill out the Rep Order form and email it to order@keylimecanada.com We also want to make sure that you know that you are getting these items for somewhere in the middle of cost and wholesale cost.  We wanted to make these packages as obtainable as possible! 

Sample Sales

Want to buy more samples but you want to get rid of your last season items? Considering you bought your sample items, when samples are sold you keep the money! No need to submit paper work for these sales. If you would like to keep the samples and simply purchase a new sample package to add on to your KEYLIME collection, that’s awesome! 

Sample Levels

Okay, let’s talk about these sample levels!  Although we cannot guarantee the colors in each item, we will do our absolute best to ensure you get a color range between all of your sample items. So how does this work? We will pick our best sellers in a range of sizes and colors. 
Level 1 $350 SAVE OVER $280 (retail $630)

Level 2 $650 SAVE OVER $660 (retail $1314)

Level 3 $1200 SAVE OVER $1000 (retail $2212)

Carry Your Own Stock

So you don’t like the idea of placing orders? Too much paperwork? Want to make even more money? No problem!

· If you want to purchase your own stock for a party, event or tradeshow, you must place your order with KEYLIME at least 4 weeks in advance (the more notice the better). Reps can also place orders online from the KEYLIME website. Please email us for an online coupon code.
· There are no minimums on KEYLIME items. You may purchase all KEYLIME items at 30% off retail. KEYLIME will exchange KEYLIME items for 60 days. No refunds.
· If purchasing in store you will receive a 25% discount.
· KEYLIME will not refund or exchange other brands when purchased as stock. These items are FINAL SALE.
· Reps will be responsible for shipping costs. Shipping is 7% with a minimum of $15 and a maximum of $30. If picking up in store there is a $10 Shipping and Handling Fee.
· This order will then become your own stock. You can then sell your stock at retail price and make a greater markup than usual.
· You will accept payment for these items. KEYLIME will not process any payments for your stock.
· If you are selling stock at a trunk party, keep in mind that if you sell your stock the sale will NOT go towards the host rewards and total party sales. All stock sales have to be kept separate from KEYLIME orders. So you will either have to accept cash, personal cheques, or you can set up a square account. 
· You will not need to send KEYLIME any paperwork after the original order. You keep track of your own sales. Do not put off the rack sales on the Trunk Party Summary, Packing Slip or Payment Summary.
Simply fill out the Rep Order Form email it to order@keylimecanada.com

It’s All About Knowing “How-To”

How-To… Process an Order & Submit Your Forms

We wanted to make things as simple as possible for you. 

We advise that you do not finalize your Host’s Order Form when she is sitting there with you after the party has concluded.  After you have had a chance to go home and sit down with all of the order forms from your party, it will be very clear how much revenue came from the party and therefore will be much simpler for you to determine what her Host Rewards are.  Please remember that Host Rewards will be determined from the Order Subtotal amount on each order placed, not on the Order Total amount which will include shipping and GST. Any off the rack items (stock) cannot be included in this amount. You can retrieve this amount from the Trunk Party Summary form in the Guest Order Subtotal section.  If you have received a random order from a friend around the same time that you are placing an order for a Trunk Party Host, feel free to attach that order onto your Trunk Party Host’s order.  Just make sure you let her know what you did and why you did it so that when she has a random name on her Packing Slip sheet, she understands why. 

When placing an order with KEYLIME, all you will have to do is fill out 

· The Trunk Party Summary form

Save this and send it to (order@keylimecanada.com). All areas of the form MUST be completed and submitted, as well as ALL payments received (if someone paid cash the name and amount must still be noted on the form. Reps can then send an email transfer to Kristi@keylimecanada.com). After sending your order, KEYLIME will send you a confirmation email within 72 hours to confirm that the order has been received.  If you have not received a confirmation email within that time, please email order@keylimecanada.com to confirm that the order was received. 

You will keep the original copies as your own office copy.  

[TIP: Create a “Month” folder for every month of the year. This will not only help keep you organized, but will help you find the data you are looking for should a guest call to ask you for information regarding their order]

So what’s the process for all of this? (We know, it sounds like a mouthful)

1. Retrieve orders from Trunk Party

2. Go home and review all orders

3. Create individual file folder on your computer for this specific Trunk Party (Save this file in the correct Month file folder)
ex: TrunkParty_Date_HostName

4. Insert party orders into the Trunk Party Summary form
a. Save As (in new folder)

i. Name file TrunkParty_Summary_Date_HostName
ex: KEYLIME_TrunkParty_Summary_July24_Mandi

5. Send Order Summary to order@keylimecanada.com
6. Make copies of the order forms.

7. File original copies in your office folders.
How-To… Process and Submit your Monthly Summary
Take the amount found from all of your orders for the month, and insert into that amount into your Monthly Summary Form* you are taking the Order Subtotal amount rather than the order total amount because you will not be compensated for the Shipping and GST amounts and will be paid for the discounted amount that the Host receives. Stock and Sample purchases cannot be submitted on the Monthly Summary, and are not eligible for commission.
1. Save As Monthly Party Summary Form 
i. Name file MonthlyParty_Summary_Month_RepID
ex: MonthlyPartySummary_July_1111

ii. Email your Monthly Party Summary to order@keylimecanada.com by the 1st.

iii. We will also be tallying up the rep rewards based on the submitted monthly summaries. If your summary isn’t submitted by the last day of the month, you will not be eligible for the Rep Rewards that month.
iv. Wait patiently for you your email transfer to come through by the 10th of the following month! (If the 10th falls on the weekend, expect your deposit the following Monday).

v. If you would like to use your commission for more product, just include a note with your monthly summary. Reps will receive a 5% higher discount when using commission.
How-To… Send Emails 

You will be given access to the KEYLIME Rep Email Templates on the KEYLIME Website Rep Page, which will provide you with templates for the following:

· Host Welcome

· Guest Invitation

· Reminder
How to… Send Emails From Your Personal Account

Although you each have a personalized keylimecanada.com email address, you will still have to go into your personal email account and make some adjustments to ensure that when you send an email from your personal account, it comes up as your keylimecanada.com account.  (If this doesn’t make sense now, it will once we go through the steps on how to set it all up!)

From Hotmail

1. Go to hotmail.com

2. Log in using your existing Hotmail username & password 

3. Go to your inbox

4. On far right hand side, under your name, click the [option] drop down menu

5. Click [more options]

6. Under the “Managing your account” heading, click [sending/receiving from other account]

7. Scroll to the bottom of this page and client [add another account to send mail from]  

· Because we already have the @keylimecanada.com account linked to your Hotmail account, we don’t need to set it up to receive, just to send.
8. Enter your @keylimecanada.com email address in the “Add email address” field

9. Click [send verification email]

10.  Verification email will come to your inbox

11. Click on the verification link within the received email

12. Woohoo! You’re ready to go but let’s just test this little guy out! 
13. Click [new] to send a new email

14. Where you see your email address above the “To” field, click your email address and select your keylimecanada.com address.

15. That’s it, that’s all!
· When you receive an email into your inbox from a host, when you hit reply, you will be able to select the email address you are replying with.  Always double check to ensure you are sending the email with the appropriate email address. 
From Gmail

1. Go to gmail.com

2. Login using your existing Gmail username & password

3. Go to the far right hand side of your screen under your email address and click on the “settings gear”

4. Click [settings]

5. Click the “accounts & import” tab

6. In the “send mail as” section, click [add another email address you own]

7. Enter your keylimecanada.com email address in the appropriate field

· Make sure you deselect the “treat as an alias” box.  **Make sure there is no X in the box**
8. Click [next]
9. Select “send through gmail”

10. Click [next]

11. Click [send verification]

12. Verification email will come to your inbox

13. Click on the verification link within the received email

14. Woohoo! You’re ready to go but let’s just test this little guy out! 
15. Click [compose] 

16. In the “from” field click the email address and select your keylimecanada.com email address.

17. That’s it, that’s all!
a. When you receive an email into your inbox from a host, when you hit reply, you will be able to select the email address you are replying with.  Always double check to ensure you are sending the email with the appropriate email address. 

It’s All About the Perks!

The Discount

One of the awesome perks of becoming a KEYLIME Rep is obviously the rockin’ 30% discount that is only available to you! You will be receiving a 30% discount on all KEYLIME clothing and other brand orders.  We will also provide you with a discount on everything else in-store, you will receive a 25% discount in store. 

It’s All About the Milestones

Target Practice

We want to thank you for getting KEYLIME out and about in this cool little world of ours so we’ve developed some targets that would be really cool if you hit!  Remember, we will be calculating these goals based on the amounts calculated before shipping & GST for Guest Sales and the amount calculated before discounts, shipping & GST for Host Sales. Sample and stock purchases do not count towards these perks.
Your First Month

30 days is all you get but 30 days is a lot to make some big things happen!  In the first 30 days of becoming a KEYLIME Rep, if you hit $13,000 in sales, we’re going to give you a $300 KEYLIME credit bonus!  Stock purchases do not count towards this reward.

Sales for the Year

A “year” for our Reps will mean July 1st of one year to July 1st of the following year.  Okay, so why does this matter? 

The KEYLIME Rep with the highest dollar amount in sales for the “year” will get one heck of an awesome thank-you from corporate KEYLIME.  Stock purchases do not count towards this reward. How about this… 

First and foremost, we’re going to throw a little soiree at KEYLIME Headquarters to celebrate your success.  This night is going to be for all KEYLIME Reps to come out and join in on the celebration, and of course you are more than welcome to invite every single person that you’ve ever wanted!  (If you are planning on inviting Jennifer Aniston, please let us know so we can make sure that we have her size of pants in store).  Of course, your guests will be offered 30% off ALL KEYLIME and we will certainly be providing some tasty treats for everyone to snack on.  Don’t forget! You get 5% of the sales from your evening! 

But wait, there’s more! 

After your awesome soiree, we’re going to… wait for it… wait for it… 

SEND YOU TO VEGAS BABY! 
You and a guest will be flown to the fabulous Las Vegas for 3 nights with your flights and accommodations PAID!  Ah, yah!  

So get out there and sell some KEYLIME! 

*** winners must be an active KEYLIME Rep to qualify for their bonuses and trips.
**** an active Rep is a person who submits one trunk party order in a 30 day period. 

The COMMUNICATION Chain

Who should I contact for what?
1. The KEYLIME Website Rep Page, is your first step to finding the answer to any questions
That you may have regarding: 

· News & Announcements from KEYLIME Headquarters

· Important messages on KEYLIME products

· KEYLIME Policies and Procedures

· Rep Manuals and How To Documents

· KEYLIME Tips and Tricks for parties and ordering

· Print Material like order forms,  monthly summaries, stock orders

· Print and Email templates

2. Contact your LEAD Rep when you need help with:

· Training & Planning for your first party
· Ongoing training and support
· Tips for increasing party sales and attendances. 
· Goal Setting
· Clarification on policies & procedures
· Support during challenges situations
3. KEYLIME Headquarters will be there when you need help with:

· How to place orders – order@keylimecanada.com
· Shipping – order@keylimecanada.com
· Backorders – order@keylimecanada.com
· Billing – order@keylimecanada.com
· Returns – order@keylimecanada.com
· Commission and KEYLIME Cash – order@keylimecanada.com
· Recruiting New REPS – newrep@keylimecanada.com
4. Our KEYLIME Communications Ambassador is here to support you in your business and improve communication response times! Contact her when you need help or have questions about something your lead rep does not know, that is not addressed in the KEYLIME Website Rep Page. Email help@keylimecanada.com
5. The KEYLIME Rep Facebook Page is an awesome place to find support from other KEYLIME Reps:
· Ideas for Parties

· Tips and Tricks

· Overcoming changes

· Sharing Awesome News

· Posting tradeshows or events

                      The Private Rep Facebook Page is NOT moderated by KEYLIME headquarters.
It’s All About the Finish Line

The End

Okay, well, we think it’s time to wrap this thing up. We will have a Facebook Group for KEYLIME Reps only https://www.facebook.com/groups/115900348556959/ which will be a place for you to ask these questions and get to know all of our other fabulous Reps. We will invite each and every one of you to the group once you have signed up to be a KEYLIME Rep!

So there we have it, now let’s go and spread KEYLIME to the world and help our customers look their best, feel their best, and be their best! 

KEYLIME Website Rep Page:

http://www.keylimecanada.com/rep-forms/
Password: keylime2013
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