REAL ESTATE CONVENTION AND SEMINAR CHECKLIST
Things to Do Before You Leave

 Call airlines 21 days prior to departure for best rates.

 Call hotel to make reservations.

 Write down all confirmation numbers.

 Get travelers checks.

 Make a list of emergency numbers for your family.

 Pay all your bills.

 Arrange to have your car serviced.

 Leave some petty cash and three signed checks.

 Give extra prospecting duties to your assistant with accountability.

 Arrange for specific call-in times with your assistant or the person covering for you.

 Change your voice mail message, if necessary.

 Leave the phone and fax number of your hotel.

 Arrange for car rental.

Things You Can’t Go Without
 Your business cards

 Your confirmation numbers for the hotel

 Airline tickets

 Car rental information

 Your day-timer

 Marketing materials

 Your checkbook

 Your credit cards

 Travelers checks

 Referral materials

 Writing pens and highlighters

 Micro cassette recorder

 Digital camera 

 Four comfortable layered outfits

 Golf clubs, tennis racket, etc.

 Swimsuit

 Toiletry kit

 Glasses (prescription and sun)

 Any medications

 A “need” to network

 Your notebook computer with extra battery and charger
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 Call for local POP (point of presence for internet connection)

 Driver’s license/passport

 Your assistant

Things to Do When You Get There

 Network

 Pay attention

 Call at your appointed times

 Review your notes in the evening, picking out the two best items to implement

 Make five new friends in different areas of the country

 Keep an open mind

 Call your family and tell them you’re working hard

 Complete to do list for new projects that you’re excited about

 Exercise and eat well

 Have fun!

