Top Producer

Success Journal
Time Management Tips
Remember the two keys to real estate success are consistency and systems.

If you plan your attack and attack your plan you are bound to succeed. Learn to document how

you spend your time by maintaining a daily, weekly, and monthly calendar. Some agents keep them online or on a lap top, while others still prefer to carry one around with them for easy access. In addition, “to do” lists are very important when you’re first getting started. Here is a list of things you may have to do and keep track of when you first begin your real estate selling adventure:


Order business cards


Join associations/ schedule orientation / get lockbox


Read office policy manual


Set up meetings with a few lenders and title people to better understand their role


Pick “farm” area and develop marketing plan


Create marketing budget


Set up account with local newspaper, classified ads, shop magazine rates


Set up website


Set up toll-free hotlines


Let other agents know I will do open houses and floor time


Order give-away (note pads, magnets) for walking my farm area


Find newsletter service or consider writing my own at first


Make list of everyone I know and start finding their contact information


Mail everyone I know a hand-written note telling them I’m in real estate


Set up filing system for real estate folders, and important documents


Consider magnets for my car

         Pick one or two other lead-generation systems beside my Farm and SOI
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MY REPETITIVE MARKETING PLAN SAMPLE
Farm Area: pg. ____156G2______(or write cross streets so you know the exact location)

                                                                                       Consistency is Key!!!

Total Houses:  368
Renters:  49                           Owner Occupied: 319
Every Day Activites             

 
· Call five people in my sphere of influence
· Call each expired listing in my farm area first thing the morning
· Call any new FSBOs
· Follow up each of the above calls with a hand-written note card
Every Week_Activities  __________ 
· Ad 10 names a week to my database
· Attend at least one networking or social event (bring and collect business cards)
· Walk around my farm area and leave notepads on porches 2-3 days per week (need to hit 92 homes each week or 18 per day)
· Follow up on expired listing and FSBO’s that I called or mailed last week
· Attend office meetings/network with other agents
 Every Month_Activities_________ 
· Send newsletter to my Sphere of Influence
· Hold another agent’s open house at least twice per month

· Volunteer for another agent’s floor time at least twice per month

· Attend monthly MLS meeting (pitch listings when I have them)

· Update website
· Add new marketing messages to my toll-free hotlines
Every Other Month_____________   
· Send mailer to my farm database
· Deliver holiday treats to my networking associates
MY REPETITIVE MARKETING PLAN

Farm Area: pg. __________(or write cross streets so you know the exact location)

Total Houses:  
Renters:                             Owner Occupied:
Every Day Activites             

 
Every Week_Activities  __________ 
 Every Month_Activities_________ 
Every Other Month_____________   
Notes for Easy-Access
Printing Promotional Materials Information:

Newspaper Advertising Information:

Home Magazine(s) Information:

Online-Postcard Information:

Local Association Information:

My NRDS #:

My DRE License #:

90-Day Marketing Action and Success Journal
Simply Record EVERYTHING you do on a daily basis that helps to promote your business
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If you think you can or you think you can’t, you’re right!  Henry Ford
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Journal
In addition to noting your promotional efforts, use this section of your journal to jot down your thoughts, ideas, insights, and impressions  you wish to record. Observation and reflection are often the most powerful learning tools of all.

