GOLDEN RULES OF REAL ESTATE

TIME MANAGEMENT CHECKLIST
1. Understand the value of your time and all that you must accomplish each day.

· Yesterday is a cancelled check.  Tomorrow is a promissory note.  Today is cash – spend those minutes wisely!

· Divide your schedule C income by yearly hours worked.  What do you make an hour?$____________________________________________________________

2. Set priorities on a daily basis as well as long-term basis.

3. Set both short-term and long-term goals.

4. Make a “to-do” list every day.

5. Budget your time and stick to your schedule, but….(see #6)

6. Be flexible when you need to be flexible.

7. Learn to say “No.”

8. Use a planning system.

9. Don’t be a perfectionist – nobody will like you and you won’t like yourself.

10. Get assistance/help when needed.

11. Time block necessary and repeatable tasks.

12. Develop checklists for everything you do.

13. Always ask “Who can I delegate this to?”

14. “Eat your frogs early” -- take care of your biggest problems first.

15. Tell your clients what to expect up front.

16. Be early for appointments.

17. Return all phone calls and emails every day.

18. Only touch paper twice -- and have a place to file it!

19. Make sure that tech solutions are profitable.

20. Back up systems daily.

21. Cross train your assistants.

