BUSINESS MANAGER’S DAILY CHECKLIST
DAY:_________________________________ DATE:________________________________

 Clients for life success

a) _____________________________________________________________________

b) _____________________________________________________________________

c) _____________________________________________________________________

 Personal referrals:_________________________________________________________

 Daily closing update: needs, problems, discussions, close date 

· Tenant three day notice given/tenant promise 

· Tenant letters sent:  a) new: #______________  b) referral request: #________________

· CMA’s completed done: #__________________________________________________

· Re-conf. packages out: #___________________________________________________

· New listings completed processed: #__________________________________________

· Sales completely closed

· Surveys sent: a) coop agents:# __________________   b) clients:#__________________

· Testimonials requested:________________________  Received:___________________

· Anniversary letters out:#___________________________________________________

· Special letters out:#_______________________________________________________

· Special programs progress:_________________________________________________

· Buyer showings: #________________________________________________________
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· Tenant showings:#________________________________________________________

· Open house progress:______________________________________________________

· Class B mailings ordered: #_________________________________________________

· Buyer report (Thursday):___________________________________________________

· Mail - LP’s sent: #________________________________________________________

· New sales opened: #______________________________________________________

· Ads placed: #____________________________________________________________

· Complaints handled: ______________________________________________________

· Brochures completed: #____________________________________________________

· Listing + buyer leads taken and moved to tickler: #______________________________

· Rents taken:_____________________________________________________________

· Checklists checked:_______________________________________________________

· Supervisory problems:_____________________________________________________
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Property Closing Report for Cash Flow Management

	Address
	Client
	Problems and Solutions
	Proposed Closing Date
	Net Dollars

	1.


	
	
	
	

	2.


	
	
	
	

	3.


	
	
	
	

	4.


	
	
	
	

	5.


	
	
	
	

	6.


	
	
	
	

	7.


	
	
	
	

	8.


	
	
	
	

	9.


	
	
	
	

	10.
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	Address
	Client
	Problems and Solutions
	Proposed Closing Date
	Net Dollars

	11.


	
	
	
	

	12.


	
	
	
	

	13.


	
	
	
	

	14.


	
	
	
	

	15.


	
	
	
	

	16.


	
	
	
	

	17.


	
	
	
	

	18.


	
	
	
	

	19.


	
	
	
	

	20.
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TENANT REPORT CHECKLIST

	TENANT
	ADDRESS
	PAID
	PROMISE
	AMT OWED*
	RESOLUTION

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	

	9.
	
	
	
	
	

	10.
	
	
	
	
	

	11.
	
	
	
	
	

	12.
	
	
	
	
	

	13.
	
	
	
	
	

	14.
	
	
	
	
	

	15.
	
	
	
	
	

	16.
	
	
	
	
	

	17.
	
	
	
	
	

	18.
	
	
	
	
	

	19.
	
	
	
	
	

	20.
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Tenant Report Checklist, continued….
	NAME
	COMPLAINTS OR PROBLEMS
	RESOLUTION

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	13.
	
	

	14.
	
	

	15.
	
	


