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INTRODUCTION

Welcome to the Real Estate Business Planning Workbook, your
ultimate guide to building, managing, and scaling a successful real
estate business. This comprehensive eBook is designed to help real
estate agents like you set clear goals, create actionable strategies, and
stay organized in an ever-evolving market. Whether you're a seasoned
professional looking to refine your processes or a new agent ready to
lay the foundation for success, this workbook offers step-by-step
guidance across critical areas such as lead generation, marketing,
financial planning, and client relationship management. With practical
tools, insights, and templates, this eBook empowers you to turn your
vision into reality, achieve sustainable growth, and thrive in the
competitive world of real estate. Let's get started on creating the

roadmap to your success!
Hi, I'm Sherri Green, a licensed real estate agent with

over 20 years of experience in the Florida market.

Since 2015, I've dedicated myself full-time to being a
- transaction coordinator, specializing in helping
agents like you streamline their workflows and
elevate their business. Beyond transaction and
listing management, | also offer services such as
copywriting, marketing, and virtual staging,
designed to save you time and enhance your listings.
Whether it's handling complex paperwork, crafting
compelling property descriptions, or creating
stunning virtual presentations, I'm here to ensure

you can focus on what matters most—your clients.

Let's work together to take your business to the next

level!
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1: BUSINESS OVERVIEW

This section provides an overview of your real estate business, its vision, and
how it differentiates itself in the market.

o Business Name:

« Owner/Agent Name:

¢ Year Established:

« Market Area: (City, region, etc.)

« Target Audience: (First-time buyers, luxury homes, investors, etc.)

« Unique Selling Proposition (USP): (What makes you different from other

agents?)
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2: MISSION STATEMENT AND CORE VALUES

Outline your mission and core values of the business to guide the
agent’'s decisions and actions.

+ Mission Statement:

e Core Values: (e.g., Integrity, Transparency, Client Focus,

Innovation)
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3: SWOT ANALYSIS

A SWOT analysis helps agents identify their Strengths, Weaknesses,
Opportunities, and Threats in the marketplace.

e Strengths: (e.g., Local market knowledge, strong negotiation skills)
o Weaknesses: (e.g., Limited tech skKills, no social media presence)

¢ Opportunities: (e.g., Growing market for new developments,

untapped niches)

e Threats: (e.g., Economic downturns, increasing competition)
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4: BUSINESS GOALS

Set both short-term and long-term goals for your real estate business.
These should be SMART (Specific, Measurable, Achievable, Relevant,
and Time-bound).

¢ 1-Year Goals:

o Example: Close 25 transactions this year.

e 3-Year Goals:
o Example: Expand team with 3 buyer agents and 1 administrative

assistant.

e 5-Year Goals:
o Example: Establish a brokerage or become a top agent in your

market.
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6: MARKETING PLAN

Develop a marketing strategy that outlines how to generate leads,
build brand awareness, and promote listings.
« Branding:

o Logo, Color Scheme, Tagline

« Online Presence:
o Website

o Social Media (Facebook, Instagram, LinkedIn, etc.)

« Advertising Channels:
o Digital (Google Ads, Facebook Ads)

o Traditional (Postcards, Flyers, Billboards)

« Content Strategy:
o Blog posts

o Video marketing (Property walkthroughs, client testimonials)

o Email marketing campaigns
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6: FINANCIAL PLANNING AND BUDGETING

Detail out a comprehensive financial plan, including expected income
and expenses. This section helps with budgeting and tracking financial
progress.

¢ Monthly Revenue Projections:

o How many transactions per month/year?

¢ Monthly Expenses:
o Marketing
o Office expenses
o Technology tools (CRM, website hosting)

o Professional services (legal, accounting, etc.)

« Annual Profit Goal:

o Example: Generate a net profit of $100,000 after expenses.

« Savings/Investment Goals:

o Retirement plans, future business expansion, etc.
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7:LEAD GENERATION STRATEGY

Focus on where and how agents will find new clients to keep their
pipeline full.
¢ Lead Sources:

o Past clients and referrals

o Open houses

o Online leads (Zillow, Realtor.com)

o Networking events

o Social media outreach

+ Lead Conversion Plan:

o Follow-up strategies for hot, warm, and cold leads

« Tracking Leads:

o CRM system to track lead progress
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8: CLIENT RELATIONSHIP MANAGEMENT
(CRM) PLAN

Develop a detailed strategy to manage and maintain client
relationships over time.

¢ CRM Tools: (List of CRM platforms used, e.g., Salesforce, HubSpot)

¢ Client Segmentation:

o Past clients, current buyers/sellers, new leads

o Follow-Up Plan:
o Regular check-ins (emails, phone calls, personal visits)

o Birthdays, anniversaries, and holidays

¢ Client Appreciation Events:

o Host annual events or send gifts to keep relationships strong
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9: TECHNOLOGY AND TOOLS

Identify the technology needed to streamline daily operations and
enhance productivity.
« CRM System:
o Used for managing contacts, scheduling follow-ups, and

automating communication

« Transaction Management Software:

o Dotloop, Skyslope, appFiles

o Marketing Tools:

o Canva for graphic design, Buffer for social media scheduling

« Listing Tools:

o MLS access, virtual tour software, professional photography

¢ Accounting Software:

o QuickBooks, FreshBooks, Waveapps
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10: TIME MANAGEMENT AND SCHEDULING

Create a strategy for time management to ensure tasks are completed

efficiently and on time.
« Daily/Weekly Schedule:

o Block out time for prospecting, client meetings, showings, and

personal time

« Time Blocking:

o Dedicated time for specific tasks (e.g., mornings for lead

generation)

« Prioritization:

o Identifying high-priority tasks vs. low-priority distractions

¢ Delegation:

o Which tasks can be outsourced or delegated to team

members?
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11: TEAM AND OUTSOURCING

Plan for team development or outsourcing tasks to scale the business.
¢ Team Members:

o Administrative Assistant, Buyer Agent, Transaction Coordinator

¢ Outsourcing Services:

o Marketing, Social Media, Photography, Staging

+ Role Definitions and Responsibilities:

o Define each role clearly to avoid overlap and confusion

¢ Growth Plan:

o How and when will you hire additional team members?
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12: CONTINUOUS EDUCATION AND GROWTH

Identify opportunities for ongoing learning and professional
development to stay competitive.
¢ Licensing and Certification:

o Keep up with CE (Continuing Education) credits

« Seminars and Conferences:

o Attend real estate conferences, webinars, and local workshops

« Real Estate Designations:

o e.g., ABR (Accredited Buyer’'s Representative), CRS (Certified

Residential Specialist)

+ Mentorship:

o Identify mentors or coaches in the industry for guidance
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13: TRACKING AND ACCOUNTABILITY

A system for tracking progress, staying accountable, and adjusting
plans as necessary.
¢ KPIs (Key Performance Indicators):

o Monthly closings, revenue, lead conversion rate

« Accountability Partner or Coach:

o Setregular check-ins with a coach or accountability partner

« Monthly Review and Adjustments:

o Track what's working and what's not, then adjust strategies

+ Year-End Review:

o Compare performance against goals set at the beginning of the

year
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CONCLUSION

This workbook is designed to be a living document, constantly
updated as the real estate business evolves. Agents are encouraged
to revisit their business plan quarterly and adjust their goals and

strategies as needed to ensure continued growth and success.

Thank you for taking the time to read this guide. |
hope you've found valuable insights to help you
navigate commmon seller objections with confidence.
If you're ready to take your business to the next
level with transaction and listing management,
copywriting, marketing, or virtual staging, I'd love to
partner with you. Let's work together to streamline

your process and help you focus on what matters

most—your clients. Reach out today, and let's make

your transactions smoother and more successful!
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YOUR NOTES:
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THANK YOU FOR READING!

SHERRI GREEN, OWNER

REAL SIMPLE
TRANSACTIONS

A DIVISION OF REAL TECH GIRL, LLC
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