
Reclaim your 
schedule

Janet Miller

The process to build the schedule you need
and get the results you want 
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Step #1:
Visualize your future 🔮



📱 1 Create attention via prospecting and marketing

🗣 2 Start a conversation

🗓 3 Meet for a consultation

🏠 4 Sign an agreement

🤝 5 Negotiate a firm contract

🔑 6 Successfully close, stay connected, repeat and refer

📱

🗣

🗓🏠

🤝

🔑

What’s the best version of this for your 
business? 



Imagine your 5-star life

⭐ Health and Vitality

⭐Wealth and Contribution

⭐ Travel and Adventure

⭐ Relationships and Connections

⭐ Personal and Professional Growth



Step #2: 
Align your actions ⏳ (build your 
time blocked schedule)



Without a time-blocked schedule



This agent uses time blocks

His business is thriving.

He has time for family and friends.

He does daily reading and learning.

He is healthy and happy. 

He is in growth mode in all areas of his life.



Discipline is a trained behavior and 
can be one of your greatest assets. 



● Your schedule expires every 90 days

○ Sunrise and sunset

○ Family commitments

○ Personal commitments

○ Business needs

Book time to do a full 
audit of your 
schedule the last 
week of each quarter



● On Vacation / Travel / Events

● Taking care of your health

● Spending time with the most 
important people in your life

● Starting and stopping work for 
the day

● Don’t leave white space in your 
calendar, block off your free 
time

Block off when you 
are NOT working



● Measure your results against 
your goals for the quarter

● Review your calendar

● Double check personal and 
family commitments

● Set 3 goals for the next 7 days

● READ YOUR 1 YEAR VISION 
EVERY SUNDAY NIGHT

Book 30 minutes every 
Sunday to plan your 
week



● Wake up at the same time

● Make your bed

● Exercise your mind
○ Gratitude
○ Affirmations
○ Journaling

● Exercise your body

● Read your Quarterly Plan

● Read your 7-day plan

● Set 3 outcomes for today

Plan your morning 
routine



● Stop work at the same time

● Debrief on your day

● Family time

● Prepare for tomorrow 
○ Read your schedule
○ Lay out clothes

● Reading and Meditation

● Lights out at the same time

Plan your evening 
routine



● Get to the office at the same time

● Study the MLS

● Role play and scripts

● Hour of Power to set appointments

● Team huddles and admin work late 
morning

● Review contracts late morning

● DO NOT BREAK ANY 
APPOINTMENTS WITH YOURSELF

Use your morning to 
create opportunities



● Get in front of people

○ Home Equity Reviews

○ Consultations on selling, 
buying, investing

○ Visiting properties

○ Connecting with past 
clients

○ Building new connections

Use your afternoons 
to meet with others



● CEO time

● Projects 

● Improving the pillars of your 
business
○ Finance
○ Sales
○ Marketing
○ Operations
○ People

● Planning and Goal Setting
○ Days
○ Weeks
○ Quarters 

Book time to work 
ON the business



Time with the most 
important people in your life

Pick a color for each 
type of time block

Your health and happiness

Working ON the business

Sleeping and flex time, doing 
nothing!

Working IN the business



Step #3:
Document your journey ✍‍



👍 Wins?

👎 Losses?

👊 How can I improve?

At the end of every 
day, answer this



❌ Hope
Hope is not a strategy

❌ Should 
Should is not a commitment

❌ Try
Try is not a goal

Watch your language



Watch your language

What you say to yourself about 
yourself impacts what you 
believe, what you do, and what 
you achieve



WARNING:

Watch out for squirrels 
and shiny objects 🐿



Motivation gets you going.
Discipline keeps you growing.



#1 COACH
In Real Estate Training
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2019 2020 2021 2022





JOY



Confidence



Fun



Learning & Doing EventCan we control…

Interest rates?
Inflation? 

The Stock Market? 
Gas Prices?



Learning & Doing Event
We Can NOT…but we can control:

1. Our Actions
2. Our Attitude
3. Our Approach



Learning & Doing Event

That’s Easy! 
That’s My Job!

I Do This All The Time!



Learning & Doing Event



WAITING FOR MARKET 
TO CRASH/VALUES ADJUST 

”So… it “It sounds like you are looking for a deal? 
Or better prices around properties… right? 

What does a deal mean to you?”



“As I see it..you have 3 options.
1. Buy something a little less expensive
2. Look at a few different types of loan products 
3. Or put more money down to have the same payment…

When would be a good time to explore those options…do 
have 5-10 minutes for a zoom call with my lender?”

SET APPOINTMENT



We’re going to still hold off. 

“Ok..if I found you a property… that checks all the boxes 
you are looking for…do you still want to know about it?” 

YES

Ok…so nothing’s really change…right?
(Continued to Follow Up)



I’ve Got An IDEA!💡
(Pattern Interrupt)



SET AN APPOINTMENT 
“I got an idea! 
You have a lot 

of great questions. Let’s talk.
What does your 
week look like?”



SET AN APPOINTMENT 
“I got an idea…let’s connect. 
Are you familiar with zoom? 

Let‘s hop on zoom call
and talk about a strategy.”



Why Aren’t We 
Getting 

More Referrals?



Ask and you shall...



90% 
Will Refer You!



70%  
Are In a Position 

to Refer You!



Contract is Accepted

Inspections Are Negotiated

At Closing / Keys Are Turned Over

Referral Moments



2 Questions
2x Income



”I’m sure you’ve been sharing your with friends and 
coworkers.…about what you purchase. 

What have they been saying? 
Are they excited for you? 

Don‘t forget about me if you hear 
of renters looking to move. 

Do you know of anyone that’s mentioned moving?   



”It was a pleasure working within you.
Have a done a good job so far? 

Who else do you know that 
may want to take advantage 

of this market?“



“All things being equal, 
people want 

to do business
with their friends.”



“So….to climb 
the ladder of success…

you don’t need 
more techniques & 

strategies …
you need 

MORE FRIENDS!”



Learning & Doing Event

CMA-A-DAY



Jan to July (C&P)
❖ Transactions:  17
❖ Volume: $13,300,000
❖ GCI: $505,000

2021 Results
❖ Transactions: 33
❖ Volume: $17,341,043
❖ GCI: $537,037

Lead Generation Playbook

REFERRAL

CMA-A-DAY
ALEXANDRA ROJAS

Years in Real Estate:  7 



Database size:
2021 percentage of business attributable to PC/SOI :

2021 database GCI:
CMAs a month:

CMAs that result in responses by phone, text or 
email:

CMAs that result in face-to-face conversations:
Rate of referrals from face-to-face conversations:

400
60%
$322,222
20 (that’s over half her database per year!)

90%
30%
14%

BY THE NUMBERS



WHY CMA-A-DAY
It’s a lot harder to build a client base than it is 
to keep it. And it’s a lot easier to impress 
clients so they recommend others than it is to 
pay for referrals. Your database is a gold 
mine, and either you’re mining it or another 
agent is.



“The Playbook”

ALEXANDRA’S APPROACH



BACKGROUND
Only recently has Alexandra fully integrated CMA-a-Day into her 
client service. Now it’s a cornerstone for engagement. What she 
knows:

❖ A CMA is the perfect way to start a conversation which transitions into 
a personal meetup – Alexandra’s strong suit.

❖ A personal meetup is the best way to build trust and share value –
which leads to word of mouth and referrals.



Every listing, 
every sale and 

every appointment
starts with a conversation.



You are just 
not having 

enough conversations.



CONTENT
❖ Don’t use PDFs or any other attachments. People need 

to be able to see it fast and read it fast.

❖ Don’t tell the whole story. The goal is to pique interest 
so you have something to talk about face-to-face.

❖ Customize email subject lines.

❖ Producing two CMA emails takes 30 minutes a day



CONTENT
❖ Send the email.

❖ Send a text the next day (video text or regular).

❖ Follow up with a phone call after 3 days if they haven’t gotten 
back to you.

❖ Ask to meet in person.



”Do me a favor…
I’ll be sending you an EQUITY ANALYSIS…
take a few moments to look at it and let’s 

discuss next week.

When would be a good time to connect?”



“The Playbook”

ALEXANDRA’S TOOLKIT



ALEXANDRA’s TOOLKIT

Example CMA email

John and Susan,

I hope all is well with you. I know you are familiar with everything going on in Miami and 
how the housing market has been insane. I do have good news :) You did the right thing 
by investing in real estate so I am sending you the current market value of your home in 
today’s market. I want to say THANK YOU for allowing me to serve and help you with all 
your real estate needs. Please see below

12582 SW 99th Ave Palmetto Bay FL 33157 ESTIMATED VALUE $600,000.00



ALEXANDRA’S TOOLKIT

Asking for Referrals:
Susan, since your home increased so much in value, do you think any of 
your neighbors might be interested in selling?

[If Yes]: Great, do you think you can connect us?

[If No]: Since I am actively prospecting your neighborhood, do you know 
anyone looking to buy there or nearby? Great, can you connect us? 



3 THINGS YOU CAN DO NOW

Keep it simple. 
The details are for 
face-to-face. 

Follow up. 
The whole purpose 
of sending a CMA is 
to start a 
conversation.

Remember that it’s 
only one tool in what 
should be a 
comprehensive 
database marketing 
plan. 

1 2 3



Since joining coaching, my business has doubled year after year. The value of 
weekly accountability with my coach has helped me stay consistent and create 
strong, sustainable daily routines that resulted in massive growth. In addition 
to my coach, I find incredible value in the relationships I have created with 
other agents through the Tom Ferry community. Besides being able to R&D 
from many amazing agents in this ecosystem, I will forever be grateful for the 
opportunity of creating a strong client-base referral network.

ALEXANDRA ON COACHING









Jan to July (C&P)
❖ Transactions:  17
❖ Volume: $13,300,000
❖ GCI: $505,000

2021 Results
❖ Transactions: 33
❖ Volume: $17,341,043
❖ GCI: $537,037

Lead Generation Playbook

REFERRAL

CMA-A-DAY
ALEXANDRA ROJAS

Years in Real Estate:  7 



Jan to July (C&P)
❖ Transactions:  72
❖ Volume: $40M
❖ GCI: $1,050,000

2021 Results
❖ Transactions: 122
❖ Volume: $60M
❖ GCI: $1,575,000

Lead Generation Playbook
REFERRAL

DATABASE
MATT FARNHAM

Years in Real Estate:  18 



BY THE NUMBERS

Database size:
Percentage of business from database + referrals:

2021 database transactions:
Referrals closed in 2021:
2021 total database GCI:

Yearly touch points with each client:
2021 gifts, events, salaries for database and referrals 

experience:
Return on Investment for database and referrals:

500
62%
54
21
$1,004,000
40

$86,000
12x



“The Playbook”

MATT’S APPROACH



PHILOSOPHY

Matt’s goal is not to solicit business, but to attract it. 
He understands that a successful real estate career is a 
marathon, not a sprint. And, with the industry becoming a 
pay to play game, more agents for less transactions means 
either joining the race to the bottom or setting the bar for 
white glove service.



EXPERTISE
• Know your hot sheets. Understand what’s happening on a national level, but even 

more importantly at a hyperlocal level.

• When you talk to others, be precise. Don’t say the market went up 4% when it went 
up 3.8%. Precision impresses.

• Know what’s relevant. Always have those “cocktail party” nuggets ready to drop.

• Keep your communication simple and clear. Uncertainty brings anxiety. Be the 
certainty your clients need. Expert advice does not always mean perfect advice.



“The Playbook”

MATT’S TOOLKIT



MATT’S TOOLKIT



MATT’S TOOLKIT



MATT’S TOOLKIT



MATT’S TOOLKIT



4 THINGS MATT WILL DO GOING FORWARD

1. Capture and repurpose the activity and moments we celebrate with clients. Show the 
world what we do for those who work with us.

2. As the market is shifting we are reevaluating all the touch points from initial meeting to 
closed escrow with a client. Time to bring even more value than before!

3. Start getting video testimonials. We have great reviews but need to capture more on 
video for our website, Google Business Profile and social media.

4. Work with my Tom Ferry coach to help me implement and hold me accountable!



The relationships I’ve made from the Tom Ferry 
ecosystem have been a major influence in my business. 
I learn so much from each of them, seeing what other 
agents are doing and the focus it brings me. Agent-to-
agent referrals from this ecosystem are now second to 
my sphere of Influence.

MATT ON COACHING



Jan to July (C&P)
❖ Transactions:  72
❖ Volume: $40M
❖ GCI: $1,050,000

2021 Results
❖ Transactions: 122
❖ Volume: $60M
❖ GCI: $

Lead Generation Playbook
REFERRAL

DATABASE
MATT FARNHAM

Years in Real Estate:  18 



Agent-to-Agent







Database 
110% Community Focused



Jan to July (C&P)
❖ Transactions:  85
❖ Volume: $40,784,073
❖ GCI: $1,268,888

2021 Results
❖ Transactions: 129
❖ Volume: $52,100,000
❖ GCI: $1,610,000

Lead Generation Playbook
REFERRAL

DATABASE
ALAN & BETSY THOMPSON

Years in Real Estate:  22 



BY THE NUMBERS

Database size: 
Percentage of business from database + referrals: 

Referrals closed in 2021:
2021 total database GCI: 

Yearly touch points with each client: 
2021 gifts, events, salaries for database and 

referrals experience: 
Rate of return on database and referrals: 

1,100
92%
79
$1,481,200
40

$98,680
14X



WHY DATABASE

You really can build your business from the ground 
up by reconnecting with old friends. And your 
database really can be your only lead source when 
friends and clients become your raving fans.



“The Playbook”

ALAN & BETSY’S APPROACH



What’s Your 
Promise To Your 

Clients? 



” I’m going to make you so happy…
that you’re going to be excited

to bring me new business!”
- Betsy Thompson



PHILOSOPHY
Alan and Betsy know who they are and the rules they play by:
• Never pay for a lead. 

Everything is to be completely community-oriented and focused on 
delivering value.

• Teach your clients to give you referrals. Betsy tells every one of her clients 
that she doesn’t spend her time making cold calls and that they are her only 
source for new business. And she makes a promise: “I’m going to make you 
so happy that you’re going to be excited to bring me new business.”



You Got Lucky
Client Event 



Flag Delivery
3x Year



500 
Birthday 

Gifts



ALAN & BETSY’S TOOLKIT

2021 Year 
in Review



ALAN & BETSY’S TOOLKIT

Marketing 
Plan



“The Playbook”

ALAN & BETSY’S TOOLKIT



ALAN & BETSY’S SCRIPTS

Betsy’s exact script
“Look, you’re going to be with me for the rest of your life. You’re going to 
be at my events, you’ll see me drop by your door, and anything you ever 
need, you’re going to reach out to me. But here’s the deal, I don’t spend 
two hours a day on the phone prospecting. You are my prospecting. 
You’re not one client to me. I’m going to make you so happy that the next 
ten clients I have are going to come from you. We only work by referral, 
so you are a critical part of our team.”



3 THINGS YOU CAN DO NOW

No matter where you 
are, pick up the phone 
and start reconnecting. 
Reach out on Facebook 
and start having real 
conversations.

Whenever you get a 
client, teach them how to 
refer you. Always show 
gratitude and remind 
people how much their 
support means to you. 

Go all out on client care. 
Invest money in events 
and gifts. And most of all, 
be personal, authentic, 
and caring. 

1 2 3



The relationships I’ve made from the Tom Ferry ecosystem have 
been a major influence in my business. I’ve learned so much 
from each of you, seeing what other agents are doing and the 
focus it brings me. Agent-to-agent referrals from this ecosystem 
are now second to my sphere of Influence.

ALAN & BETSY ON COACHING



Jan to July (C&P)
❖ Transactions:  85
❖ Volume: $40,784,073
❖ GCI: $1,268,888

2021 Results
❖ Transactions: 129
❖ Volume: $52,100,000
❖ GCI: $1,610,000

Lead Generation Playbook
REFERRAL

DATABASE
ALAN & BETSY THOMPSON

Years in Real Estate:  22 



“I See All Your RE Posts/Videos“

I appreciate that. We’re working hard right now. Real estate is so interesting. 

Where do you live again? 
How long have you lived there?

I got an idea…homeowners are truly surprised at what they can get for their house 
in this market. I know you‘re not even thinking of moving. 

How about I email/text you an equity analysis? 
What’s your email address again? Sound like a plan?



Tie-Down 
Phrases 

To Create Agreement 

Sound like a plan?
Wouldn’t you agree?
Does that help?
You know what I mean?
Are you following me?
Does that work for you?



JAN
$700,000 List Price 
$850,000 Sold Price 
4.5% = $4,306 P&I

NOW
$700,000 List Price 
$650,000 Sold Price 
5.25% = $3,589 P&I

Who Would You Rather Be?



JAN
$700,000 List Price 
$850,000 Sold Price 
4.5% = $4,306 P&I

NOW
$700,000 List Price 
$650,000 Sold Price 
5.25% = $3,589 P&I

Who Would You Rather Be?

Saving $258,120 over 30yrs. 
Gaining: More choices, less multiple offers, 
better deals, appraisals & inspections.





What we’re seeing now is…
buyers are getting what buyers couldn’t have 
gotten 2-3 months…even a year or two ago. 

Did you realize there are 

When would be a good time to look at these houses 
and explore those options?

• More choices 
• Less Multiple Bid Situations 
• Inspections
• Some Closing Costs Paid
• Even Better Deals



What Are You 
Waiting For? 













exactlywhattosay.co
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#exactlywhattosay              
@exactlywhattosay
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I’m not sure if its for you, but



Open-minded













Just imagine



How would you feel if?
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L I S T E N
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LIS TE N
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Most people











Contact 
Information

Dr. C. Fitzgerald Bell
Business Development Coach

Cbell@yourcoach.com
240.601.7503

IG: @drfitz17  | FB: /drfitz17

mailto:Cbell@yourcoach.com


Leadership
Be The Leader Your Market Needs



What A Leader 
Looks Like A Leader …

• Inspires passion
• Provides encouragement 
• Motivates
• Ensures the community has support 

and the tools needed to achieve the 
community’s goals.

• Practices effective cross-cultural 
communication 



A Leader is a …
• Strategic thinker
• Visionary
• Ethical and civic minded

A leader understands … 
• The shares of the market

A leader defines … 
• The market share 

What A Leader 
Looks Like



To truly lead in your 
market, you should also 
be a leader in your 
community

The questions is…
Are you emotionally intelligent 
enough to handle the role of 
leadership.

Leadership is 
Positioning & 
Influence





The ability to understand, use, and 
manage your own emotions in positive 
ways to relieve stress, communicate 
effectively, empathize with others, 
overcome challenges and defuse 
conflict.

What Is 
Emotional 
Intelligence?



Community Involvement



Protecting Your Position In The Market



Protecting Your Leadership Position 
In leading your marketplace there are numerous 
things you need to do to maintain your position. 

• Recruiting (Duplicating Yourself / Likeminded 
People)

• Established culture and quality of service 
• Understanding and knowing your market
• Community Engagement with Partners

Protecting 
Your 
Position In 
The Market



Marketing 
Perspective 

Your Brand Must Be Polished

Advertise Your Leadership Position

Stay involved with your community

Promote Your Industry

Know Your Competition



Equipped And Understand Your People

Know the needs of your clients, the community and your agents

Identify your strengths as well as the weakness

Know and understand the pulse of your culture that you're creating

Be willing to follow, take direction and lead with authority 

Do’s

Don'ts
Don't be afraid to fail forward

Don't be so disconnect to where you don't recognize the shift within your 
market and community.



Thank You 
for Your
Time & 
Attention For More Information and/or Questions, Contact:

Dr. C. Fitzgerald Bell
Business Develop Coach

Cbell@yourcoach.com @drfitz17              /drfitz17

mailto:Cbell@yourcoach.com

