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CREATING A GREAT ACTION PLAN


An action plan is a set of distinct actions that, when completed, leaves you closer to a specific goal. An action plan isn't a schedule, a to-do list, or a collection of wants or needs…although it may be used to create a schedule or to-do list and it may involve fulfilling some wants or needs. Think of it as a detailed blueprint that will help you build your business.


Guidelines for completing an action plan

1. Can be completed in one session. 

2. Has a clear end point so you'll know when you're done. 

3. Is the smallest reasonable step that can be taken next. 

4. Is specific and measurable. 

5. Directly relates to and supports the goal for which it was created. 


Once you're sure all the steps in your action plan meet the criteria for effectiveness, all you have to do is integrate it into your daily activities. Some of your action steps may involve creating entries in your schedule. Others will be entered onto to-do lists for specific days. 

Getting Started


Create a separate action plan for each goal. Start by writing the goal at the top of a piece of paper and include the date by which you want to accomplish it. Then answer this deceptively simple question: "What do I need to do to achieve this goal by the target date?" 


Avoiding Problems
Be specific and measurable about your actions.  The following is an example of a typical action plan and an improved version

Goal: "Acquire 20 referrals a week beginning June 2, 2005":


1. Learn better techniques for asking for referrals. 

2. Attend networking events. 

3. Make a list of possible referral sources. 

4. Call existing clients and ask for referrals. 

5. Make calls to potential clients. 

It's a good start, but there are a few problems with the items on the list. 


Learn better techniques for asking for referrals
This is more a process than an action. An action is something that can be completed in one session (how you define a session is up to you, but typically it won't take longer than a few hours). 


When something in your action plan requires more than one session, break it down into a series of action steps. In this case, your action plan might include these: 

· Sign up for a true real estate solutions workshop on effective marketing techniques for our industry. 

· Schedule time for each workshop and a block of time to practice the techniques the next day. 

· Call my mentor to schedule lunch and let her know I'd like to brainstorm ideas for effectively asking for referrals. 


Attend networking events
How many? When? Where? Why? The fact that this item prompts so many questions is a good indication that it's not a distinct action step. Although this isn't a process, it does represent a series of actions, so list the steps and let them lead you to related or supportive activities: 

· Join XYZ networking group. 

· Block out time each month to attend XYZ networking meetings. 

· Reorder business cards. 


Make a list of possible referral sources.
This item almost meets one of the criteria for an action in that it can likely be accomplished in one session. However, there is no clear end point. How would you know when you were done? Adding the number of referral sources provides a clear target: 

· Make a list of 100 possible referral sources. 


Call existing clients and ask for referrals
Do you intend to call every client? When will you make these calls? When setting action steps, be as specific as possible so you'll know when you've completed each of them: 

· Make a checklist with the name of each current client. 

· Schedule time each Tuesday at 9:30 am to call two clients and ask for referrals. 


Make calls to potential clients
The goal for which you're creating this action plan involves asking for referrals, not converting the referrals into clients. Certainly that's a logical next step and, as such, is an important goal in itself. But for the purposes of creating an effective action plan, it's important to stick to the topic at hand. It will help you avoid becoming overwhelmed.



Day by day, you'll be taking the appropriate steps toward achieving your goals. Once a week, review your action plan to make sure you haven't overlooked something important. Before you know it, the vision you had of your best year ever will be a reality!

