SECOND ASSISTANT CONTROL RECORD

AND PROGRESS CHECKLIST

WEEK OF _______________________ - _______________________

Fill in a number amount in boxes:

	EXPIREDS (numbers made:

	
	Regular letters sent

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

	
	Special letters sent

	
	Personal visits

	
	Expired watch

	COMPUTER BACK UP:

	
	Completed

	
	Problems encountered:

	CALENDARED OR SPECIAL DATABASE:

	
	Phone calls made

	FSBO:

	
	Week 1-2 letters sent

	
	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
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	FSBO (cont’d):

	
	Week 7-8 letters sent

	
	Week 7-8 phone calls made

	
	Week 9-10 letters sent

	
	Week 9-10 phone calls made

	PAST CLIENTS CONTACTED:

	
	Letters sent

	
	Phone calls made

	CLIENTS FOR LIFE SUCCESSES:

         Client’s Name                                          Story

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________



	PERSONAL REFERRALS / NOW CLIENTS:

Client’s Name                     Buyer/Seller                  Follow-up Information

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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	CMAs:

	
	Completed

	PRE-CONFIRMATION LISTING PACKAGE:

	
	Mailed out

	
	Web based

	
	Delivered

	
	Emailed

	SALES:

	
	Closed

	ANNIVERSARY LETTERS:

	
	Letters sent

	CLOSING STATEMENT LETTERS PREPARED:

	
	Letters sent

	OPEN HOUSE PROGRESS: last week’s follow up/prepare for this week:

	BUYER UPDATE:

             Buyer Name                                         Update

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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	NEW LISTINGS PROCESSED:

Address                         Seller’s Name                       Special Notes

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________



	SPECIAL PROJECTS:

	INTERNET:

	
	Updated listings

	1-800:

	
	Follow-ups

	“FIRES” PUT OUT:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________




