C
Daily Schedule Activities Tutorial Mon Tues Wed Thurs Fri Notes
Dashboard Review Review new contacts/leads, group Dashboard overview
(15 minutes) accordingly, create a follow-up plan, and Contact record deep dive
write down any notes Contact management
Reach out to upcoming birthdays for the Man'aqu'wq groups Q 0 0 0 Q
week Reviewing your activity
Review activity stream/emails that have stream
been opened Client birthdays
Finish any outstanding tasks for the day
Pre-Approval Follow-Ups Follow-up with expiring pre-approvals Pre-approval playbook
(30 minutes) Touch base with any clients who are pre-
approved but haven't found a home yet d d d a a
Create a repeatable playbook for staying on
top of your pre-approved clients
Customer Intelligence Alerts Review Customer Intelligence tasks - make Managing your Cl tasks
(30 minutes) calls and log outcomes Refi opportunities
Review rate opport'unltles - make phone Equity opportunity lists 0 0 0 0 0
calls, texts, or emails, and log outcomes
Review equity opportunities -make phone
calls, texts, or emails, and log outcomes
Referral Partners Create resources for your agents' new Support agent listings
listings Tracking agent
Make 2-3 agent calls (prospective or relationships d d d a d
current agents) and log outcomes Send CMP invite
Invite 1new co-marketing partner per week
Monthly Marketing Activities Tutorial Wk. 1 Wk. 2 Wk. 3 Wk. 4 Wk.5 Notes
Weekly Database Email Send three emails a month to different Agent email
parts of your database: Managing groups
» Leads/prospects Creating pipeline views d d d a a
» Pastclients
* Agents or partners
Social Media Schedule 3-4 social media posts for the Schedule social media
month posts d (. (. a d
MLS listing social posts
Referral Partners Set up 2-3 face-to-face agent meetings Agent meetings
this month u a a u u



https://totalexpert.freshdesk.com/support/solutions/articles/22000287669-dashboard-overview
https://totalexpert.freshdesk.com/support/solutions/articles/22000287667-contact-record-overview
https://totalexpert.freshdesk.com/support/solutions/articles/22000287668-contact-management
https://totalexpert.freshdesk.com/support/solutions/articles/22000287666-creating-and-managing-groups
https://totalexpert.freshdesk.com/support/solutions/articles/22000287670-reviewing-your-activity-stream
https://totalexpert.freshdesk.com/support/solutions/articles/22000287670-reviewing-your-activity-stream
https://totalexpert.freshdesk.com/support/solutions/articles/22000287672-reaching-out-to-clients-on-their-birthdays
https://totalexpert.freshdesk.com/support/solutions/articles/22000287671-creating-your-pre-approval-playbook
https://totalexpert.freshdesk.com/support/solutions/articles/22000287678-how-to-manage-your-customer-intelligence-tasks
https://totalexpert.freshdesk.com/support/solutions/articles/22000287679-reviewing-your-refi-opportunities
https://totalexpert.freshdesk.com/support/solutions/articles/22000287680-creating-equity-opportunity-lists
https://totalexpert.freshdesk.com/support/solutions/articles/22000287676-supporting-your-agent-s-listings
https://totalexpert.freshdesk.com/support/solutions/articles/22000287674-tracking-and-managing-agent-relationships
https://totalexpert.freshdesk.com/support/solutions/articles/22000287674-tracking-and-managing-agent-relationships
https://totalexpert.freshdesk.com/support/solutions/articles/22000287673-how-to-send-a-co-marketing-partner-cmp-invitation
https://totalexpert.freshdesk.com/support/solutions/articles/22000287682-marketing-to-your-database
https://totalexpert.freshdesk.com/support/solutions/articles/22000287666-creating-and-managing-groups
https://totalexpert.freshdesk.com/support/solutions/articles/22000287681-leveraging-pipeline-views
https://totalexpert.freshdesk.com/support/solutions/articles/22000287677-how-to-schedule-social-media-posts
https://totalexpert.freshdesk.com/support/solutions/articles/22000287677-how-to-schedule-social-media-posts
https://totalexpert.freshdesk.com/support/solutions/articles/22000287684-how-to-create-an-mls-integrated-social-media-post
https://totalexpert.freshdesk.com/support/solutions/articles/22000287675-tracking-agent-appointments
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