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	DONE
	TASK
	TOOLS
	VIDEO

	
	PREPARE & REVIEW MONTHLY VALUE PACKAGE (All Leadership)
· Utilize the Monthly Value Checklist to complete.
	Growth Initiative page on KWConnect, Monthly Value Checklist
	

	
	PRINT ROYALTY EXCEPTIONS REPORT
· On the first day following your Transmittal, print and review the Royalty Exceptions report.
· Resolve any exceptions before transmittal.
**This report must be printed, not previewed on the screen before processing any DAs for a new month. It will reset caps for anyone with nonstandard caps and no default cap amount entered.
	WinMORE
	

	
	REVIEW ASSOCIATE ANNIVERSARY DATES
· On the first of the month after Transmittal, print and review the YTD Closed Production report for agents who have flipped to a new Anniversary Year. Print a DA List of unposted transactions to ensure that the Agent Company Dollar and Royalty amounts are correct for the new Anniversary Year.
	WinMORE
	

	
	INVOICE YOUR ASSOCIATES
· By the tenth of the month, invoice your associates.
· Collect associate payments by the date set by your Market Center. (KWRI recommends payment received within ten days of the invoice date.) Your AR-Associates account should have a zero balance at the end of the month.
· Charge a late fee for past-due associate invoices based on documented and approved agreements created by your MC Leadership and ALC.
	AccountEdge
AccountEdge Connect
Lone Wolf
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AE Connect

	
	BANK RECONCILIATION
· Reconcile each MC cash account within twenty-four hours of receipt of the bank statement.
· Review bank reconciliation reports with your Team Leader, who should then initial approval on the reports.
	AccountEdge
Lone Wolf
	

	
	PAYROLL
· Work with your CPA/payroll vendor to set up your payroll. It’s recommended that you process payroll on the fifteenth and the last day of the month.
	AccountEdge
Lone Wolf
	

	
	VENDOR PAYMENTS
· Use the AccountEdge To-Do List.
· In Lone Wolf – Post Vendor/Supplier Invoices 5.1.
· In Lone Wolf – Pay Accounts Payable Invoices 5.2.
· Any late fees incurred for bills not paid on time need to be booked below-the-line as an owner expense.
	AccountEdge
Lone Wolf
	

	
	REVIEW ASSOCIATE PRODUCTION FOR AWARDS
· Use this knowledge base article to help acknowledge your associates for their achievements each month.
	WinMORE
myKW Reports
	

	
	REVIEW KEY TEAM AND GROUP REPORTS
· myKW – Reports - Awards
· Review the awards verification reports.
· Team and Group Roster – verify teams
· Distribute reports to Rainmakers or direct them to the team portal to confirm team data.
	myKW Reports
Team Tool
	

	
	REVIEW KEY myKW ONLINE REPORTS
· Financial Statement and Financial Statement Exceptions Review - myKW Reports
· Review the exceptions and determine what actions need to be taken to correct the item.
· Market Center Caps - myKW Reports
· Ensure all associates have the correct Caps, splits, and statuses.
· Identify any errors and discuss resolution with your leadership team.
· Print the Temporary Sponsor report from WinMORE. Print Sponsor Correction forms as needed. Read more about sponsor changes here.
· Duplicate Associate - myKW Reports.
· Process transfer forms and change statuses as needed.
· Listhub Exceptions Report - myKW Reports
· Work with associates to resolve any other issues on the report. 
· Find solutions to common Listhub issues in this knowledge base article.
	myKW Reports
WinMORE
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	ALL ASSOCIATES FILE & PROFIT SHARE STATEMENTS
· On the 21st of each month (or next business day), download and load the All Associates file.
· After loading the All Associates file, print and distribute Profit Share statements.
	WinMORE
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	BACKUP AND OPTIMIZATION PROGRAM
· Backup your AccountEdge file, then run the optimization program.
	AccountEdge
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Add custom steps for your Market Center here:
	
	
	
	

	
	
	
	

	
	
	
	



Make notes of observations or questions for your TL or OP here:
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