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DAILY TO DO LIST
Morning Routine

It's good to have a routine and stick to it. This can be things such as making

breakfast, working out, showering, brushing your teeth, doing your hair and

makeup, etc.  
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No. 01  — 

MLS
Check the MLS for any changes such as any new or expired listings, or

listings that may match clients or potential clients criteria so you have the

most up to date information when you start making your calls. 

No. 02  — 

Follow Ups
Follow up with clients & potential leads and update any buyers or sellers you

currently have. Let them know where you’re currently at in the sale, what’s

needed and the next steps. It can seem redundant when you’re reaching out

so frequently but your clients will appreciate it! I advise using a good CRM

that will make it easy to know who to follow up with on what days. (Follow

Up Boss is a fantastic option if it’s available to you.)

No. 03 — 

Schedule Showings
Schedule showings for the day and confirm times and locations with clients.

If you don’t have any showings to set up with clients, find 1-2 properties

listed within your brokerage that fit what your typical client is looking for

and schedule those for a showing. Even if you don’t have clients to take to the

property, this is still a good opportunity to familiarize yourself with the

market and get content for your social media. 

No. 04  — 



Social Media
You should already have one day a week that's set aside for

the majority of your social media tasks but there may be

some things in between that you still have to do

throughout the week. Posting from your saved drafts,

posting stories, reply to comments and messages, engage

with other users, etc.

 

No. 05 — 

Calls
You should be making calls every day, whether its for lead

prospecting or to other agents to set up open houses, you

should be getting on the phone EVERY day! (you can either

purchase leads to call, or go off of your open house sign in

sheets or the numbers you've collected from referrals)

No. 06 — 

Outings
Go to showings, have lunch, and get your out of the house

tasks for the day out of the way.  

(If you have deals in process, use the critical dates list to

work in certain events into your schedule and move

around events as needed)  

No. 07  — 

Checkups 
You’ll want to stay on top of your calls and messages

throughout the day but just in case you miss one, its good

practice have a specific time in the day set aside so that you

can double check any texts, calls, emails, or replies on social

media before you continue on with your other tasks for

the day

 

No. 08  — 

Lead Prospecting
If your day is not already filled with showings and tasks

for clients currently in escrow use this time for lead

prospecting:

Door knocking, postering neighborhoods, handing out

business cards, reaching out to people on social media,

message potential clients (such as someone who’s

commented on a recent post) etc. 

No. 09 — 
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Practice 
If you want to be at the top of your field, you have to be

continuously improving. The best way to do that is to

make practice and training a regular part of your daily

routine. This can be by working on your continuing

education hours, watching YouTube videos, training

programs, roleplaying, script training, practicing contract

writing, etc. But at least try to get one hour of training

done each day whenever possible. (however also be careful

of not overloading your schedule, you don't want to burn

yourself out!) 

No. 10  — 

Signing Off 
Just because you're done working for the day doesn't mean

your clients know that. Having good communication can

go a long way in not just building trust with your client but

also in ensuring that boundaries are respected. When you

effectively communicate with them each day they know

exactly what to expect from you and from each step of the

sale and in turn wont be waking you up in the middle of

the night with calls asking a bunch of questions.  

No. 11  — 

A FINAL NOTE
NEVER NEGLECT YOUR CLIENTS! Just because you have

it written on your schedule that you plan on doing calls

from 10-12 today, if your client wants to go view a

property during that time or whatever the case may be,

that should always come first. Your other tasks can be

moved around to different times, which is one of the great

benefits of the career you’ve chosen, as long as they get

done, that’s what matters! Keep that in mind when

viewing the schedule below, this is just to give you an

example of what a productive week would look like for a

full time agent, but not something that you are required to

follow to the T. Additionally if you are still a part-time

agent working towards going full time, you can still be

successful on a more limited schedule, you just need to be

very careful about how you organize your days and

prioritize your tasks.  

No. 12— 
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EXAMPLE SCHEDULE
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Contact

Brecken Dale

480.980.7930

www.ModernAgentAssist.com

@ModernAgentAssist

THE END
Starting a career in real estate is not easy, and it's no secret there's a pretty high turn over rate for

new agents. I created Modern Agent Assist as a way to help lower that number and see more agents

succeed. Often times when first joining in the industry many agents start out part time until they

reach a point where they can quit their previous job and take on real estate as a full time career. 

 Now I understand that the reference schedule above is for a full-time agent, which can make the

idea of doing it all on  a part time schedule daunting, however as someone who has sucessfully done

it myself, I know that you can do it too. Take the time to identify the most important tasks you need

to get done each day, and plan out your own personal schedule designed around your current job.

You'll definately have your days filled, but in the end it'll be worth it! 

For more guides, scripts, training material,  

or one-on-one coaching visit

ModernAgentAssist.com
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