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GET READY, GET SET,  GO! 
 

The following are the very first steps you will take to make you successful in real estate: 

1. Make a WARM LIST ‐ This is a list of people you know; friends, family, co‐workers, classmates, 
etc.  EVERYONE YOU HAVE EVER KNOWN!  Put them in a spreadsheet so you can add phone 
number, addresses, emails, etc.  You will use the warm list to makes calls and send mailers!                     
THIS IS YOUR FIRST STEP & SHOULD ONLY TAKE A WEEK TO COMPLETE THE INITIAL LIST            
‐‐A memory jogger is at the back of this guide to help. 

2. Announce your new career on networking sites ‐ My Space, Facebook, etc. are GREAT places 
to network with buyers and sellers! Only takes a few moments but do it every week! 

3. Create your business plan ‐ This is simply things you wish to accomplish in real estate.  You can 
state things like how many buyers to want to close, how many houses you want to list.  Set 
reasonable and attainable goals.  You can always reevaluate the business plan and set things 
higher!  A MUST!  There’s help in this guide.  Take no more than a week to complete. 

4. Work on a marketing budget ‐ Even a small marketing budget can bring you good results!  You 
will want to figure an affordable amount and then let our marketing department help you get 
the biggest marketing BANG for your marketing dollar.  CALL & SET UP A TIME TO MEET WITH 
GINNI AT THE OFFICE!  SET ASIDE 4 HOURS FOR THIS.  IT’S WELL WORTH IT! 

5. Hand out your business cards EVERYWHERE! – If you don’t have your business cards on you, 
YOU’RE OUT OF BUSINESS!  Your card is your “store sign”.  Give them to everybody!  The 
server, the dry cleaner, the dentist, etc.  Leave them on counters!  You want to get the word 
out that you’re in business!  AGAIN, CONTACT GINNI FOR ALL YOUR NEEDS! 

6. Get people’s information!  You will want to be able to keep in touch with people you talk to.  
Don’t be afraid to ask for their email and phone number.  You can tell them it’s so you can keep 
them up on market conditions.  Use your Google documents to keep a spreadsheet! 

7. Become the expert! You will be looked upon to be the answer to the questions.  As a real 
estate agent, you will be expected to know every aspect including:  home construction, zoning, 
tax issues, values, and a myriad of other related topics.  DON’T KNOW THE ANSWER?  Don’t 
worry.  All you need to say is “That’s a great question and I’ll have the answer for you shortly”.  
Your answers are with your managers at OwnerLand.  Simply call or email us and we’ll be there 
with those answers.  You’ll want to always keep up on the current conditions in the market! 

8. Become the product of the power of POSITIVE THINKING! – Your perception determines your 
reality!  In other words, you may not be the top‐producing real estate agent you want to be 
right now, but if you think and act like you are you will become it!  It’s important to focus on 
this.  Reading books about positive thinking are a must!  Another point is to surround yourself 
with positive‐thinking people.  We tend to take on the persona of those around us.   You want 
to become a person who sees a problem and automatically begins to work on its solution, not 
dwell on the problem itself.  It’s all about your perception!  Contact us for a list of good reads! 
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8 Steps to Creating a Simple Business Plan 
© Herman Drost  
 
Your business plan is like a road map to long-term success. 
Have you ever been in a situation where you didn't have a map  
to find your destination and got lost wasting precious time and  
money? Well, the same can happen to your business if you  
don't plan out your business strategies.  
 
Why you need a business plan. 
 
It gives you a clear direction where your business is heading. 
Many business owners just jump into creating a business  
without researching and making a concrete plan. 
Inevitably, they soon find that they are out of money and 
have no time or clear strategies how to market their business.  
 
Here are 8 simple steps to creating your own business plan 
(this is by no means a comprehensive plan but a primer to get you 
started):  
 
1. Name of your business - create a name or reevaluate the name 
of your business. Does it integrate well with what you are 
selling? Is it easy to spell and remember? Is it a name that can 
be well branded over time?  
 
2. Vision - what will your business look like 5 years from now? 
Think of how you may want to expand it to include other branches 
or extra employees.  
 
3. Mission statement - this defines what your business really 
does, what activities it performs and what is unique about it 
that stands out from your competitors.  
 
4. Goals and objectives - clearly define what you want to 
achieve with your business. Make sure they are quantifiable and 
set to specific time lines. Set specific goals for each of your 
products or services. 

5. Strengths, weaknesses, opportunities, threats (SWOT) - by 
analyzing these characteristics in your business, you will get a 
clearer idea of what it will take for you to not only to survive 
but also prosper.  
 
This could include such factors as:  
- your companies own changing industry 
- the marketplace which may change due to social and economic conditions. 
- competition which may create new threats and/or opportunities. 
- new technologies which may cause you to change products or the process 
in how you do things.  
 
Evaluating your SWOT will help you to:  
- build on your strengths 
- resolve your weaknesses 
- exploit opportunities 
- avoid threats  

 
Doing this analysis will help you create a more realistic strategic action plan. 
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The following is a simple business plan format you can use. . . 

6. Strategic action plan - this is the most critical step of 
your business plan, because without it, your business will not 
get off the ground. This should include your sales and marketing 
strategies. 
 
7. Financial plan - a business can operate without budgets, but 
it is clearly good business practice to include it. With budgets, you will be 
more likely to achieve your business objectives, you will make 
more-reasoned decisions and you will have better control of your 
cash flow.  
 
For any period, a cash flow statement would include:  
- The cash and credit sales (or accounts receivable) expected to be 
received during the period. 
- The anticipated cash payments (for example, expenses for purchases, 
salaries, utility charges, taxes, office expenses etc.)  
- A description of other incoming and outgoing cash, with a calculation 
of the overall cash balance.  
 
This will assess how much money is on hand to meet your 
financial obligations - what cash has been received and what has 
been paid out. Knowledge of this cash flow cycle will help you 
predict when you will receive funds and when you will be 
required to make a payment.  
 
8. Measuring and evaluation - you wrote your business plan and 
set the goals with the intent of achieving them. So now break 
them down into measurable pieces and monitor the results 
regularly. A plan that cannot be measured is almost always 
destined for failure. Celebrate your wins and recharge yourself 
to accomplish your next goal.  
 
Decide beforehand what constitutes a real serious loss and what 
loss will be acceptable.  
 
If you find your goals are unrealistic and unattainable, adjust 
them, but realize that it takes hard work to achieve them, so 
don't give up easily.  
 
Conclusion: 
Now that you have a business plan, make it a part of 
you by knowing and understanding it clearly. Build upon it 
continuously and refer to it often, so you remain on track to 
building a profitable business.  
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Business Plan for 

Fiscal Year      

Date:           

I. VISION 

                           
                           
                           
                           
                           
                           
                           
                           
                             

 

II.  MISSION STATEMENT 

                           
                           
                           
                           
                           
                           
                           
                           
                           
                           
                             

 

III.  GOALS & OBJECTIVES 
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IV.  STRENGTHS & WEAKNESSES (S.W.O.T.) 

Strengths      Weaknesses      Opportunities      Threats 

                           
                           
                           
                           
                           
                           
                             

 

STRATEGIC ACTION PLAN 

                           
                           
                           
                           
                           
                           
                           
                           
                           
                           
                           
                             

 

FINANCIAL PLAN 
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MEASURING & EVALUATION 

This is your daily scheduling!  It is a good idea to plan for the next day the previous evening.  Plan your 
day to include marketing, book keeping, prospecting, etc.  This “chunk‐down” is the measurable steps 
you will need to take to work your business plan.  Remember, if you don’t write down your plan, you 
plan  to  fail!    I  recommend  you  get  a paper  year‐planner or, even better,  get  a PDA or Blackberry.  
These electronic devices are great because they hold everything!  Phone book, scheduling, along with a 
bunch of other great programs designed to help make things easier to do business.   

NOTES                            
                           
                           
                           
                           
                           
                             

Here is a generic 30 day calendar.  You can fill in the days and use it to write your schedule. 

            Sun    Mon    Tue Wed Thu Fri  Sat
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