HEAD OF BUSINESS DEVELOPMENT

DAILY PROGRESS CHECKLIST

DAY:__________________________________DATE:________________________________

Fill in a number amount in boxes:

	EXPIREDS (numbers made):

	
	Researched amount

	
	Regular letters sent

	
	Special letters sent

	
	Phone calls made (if not on “Do Not Call”)

	
	Personal visits

	
	Walter to call

	
	Expired watch

	
	Calendared database contacts

	COMPUTER BACK UP:

	
	Completed

	
	Problems encountered:

	
	Location stored

	UNIT MAIL OUT:

	
	Letters sent

	
	Phone calls made (if not on “Do Not Call”)

	
	From batch date

	FAX MODEM TO TOP AGENTS:

	
	New listings

	
	Changes

	1/5 OF THIS WEEK’S 6 MONTH OLD:

	
	FSBO calls made

	
	Expired calls made
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	CALENDARED DATABASE CALLS MADE:

	
	Number of calls made

	
	Number of appointments

	
	Number re-calendared

	PROGRESS ON THIS WEEK’S OH:

	PROGRESS ON THIS MO. PROFESSIONAL FARM:

	PRESS RELEASE PROGRESS:

	REFERRAL UPDATE CALLS:

	
	Outgoing mark on files

	OFFERS MADE TO BUY INVESTMENT PROPERTY:

	
	Faxed

	UPDATE BOARD BREAKFAST /BROCHURE BOX SHEETS:

	“SAW YOU IN THE NEWS”:

	
	Letters sent

	HOT LISTING LEADS (LLA):

	
	Phone calls made

	1/5TH OF THIS WEEK’S “HOUSE FOR RENT”:

	
	Letters sent

	
	Phone calls made

	25 NON-OWN OCCUP:

	
	Letters sent

	
	Phone calls made/from batch date:____________________________________

	FSBO:

	
	Week 1-2 letters sent
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	FSBO (cont’d):  

	
	Week 1-2 phone calls made

	
	Week 3-4 letters sent

	
	Week 3-4 phone calls made

	
	Week 5-6 letters sent

	
	Week 5-6 phone calls made

	
	Week 7-8 letters sent

	
	Week 7-8 phone calls made

	
	Week 9-10 letters sent

	
	Week 9-10 phone calls made

	DATABASE/GENERAL:

	
	Phone calls made

	LLB MAIL OUTS (CALL MAIL HOUSE):

	
	Letters sent

	PAST CLIENTS/ANNIVERSARY CALLS:

	
	Calls connected

	
	Letters sent

	HAVE/WANTS:

	
	Phone calls made

	
	Letters sent
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	PERSONAL REFERRALS DEVELOPED:

	
	Appointments made

	
	Calendared leads

	6 MONTH OLD EXPIREDS:

	
	Phone calls made (if not on “Do Not Call” list)

	ONE MAJOR EVENT PROGRESS:

	SPECIAL PROJECT PROGRESS:

	INTERNET UPDATES:

	
	800 Leads called

	OTHER:

	
	

	
	

	
	

	
	

	
	


Assistant #1 Initial ___________

Assistant #2 Initial ___________

Assistant #3 Initial ___________

Assistant #4 Initial ___________

