DAILY/WEEKLY/MONTHLY REMINDERS

DAILY:

· Check answering machine for messages – give to Broker to distribute accordingly.

· Ensure websites are up to date (i.e. price changes, expired, under contract, etc.)

· Check VLS Homes and Homes & Land sites for leads – give to Broker to distribute accordingly.  (See New Listing Section for website login information)

· Check company calendar for various meetings/training. (www.bhnj.com – view offices & associates – company calendar).
WEEKLY:

· Call Elizabeth in Accounting, 732-264-2700, every Monday by 12PM with projected closings for the week.

· Every other Friday, attend conference call with Larry - 800-727-7709, code: 2083#.  Check company calendar for dates (www.bhnj.com – view offices & associates – company calendar).

· If applicable, ensure window flyers are up to date.

· If applicable, forward vendors’ business cards to Dena (Dena@bhnj.com).

MONTHLY:

· Update company calendar with office meeting dates/seminars (www.bhnj.com – view offices & associates – company calendar - user name: better - password: homes).

· Attend monthly Admin meetings with Larry in Hazlet or via conference call:  800-727-7709, code: 2083#.  Check company calendar for dates (www.bhnj.com – view offices & associates – company calendar).

· Provide Cathy Hickling with seminar dates (schicklin90@yahoo.com)
