WORKSHEET 13 — CRM Starter Template
Real Estate Career Choice www.RealEstateCareerChoice.com

Instructions: CRM stands for Client Relationship Management. It is the system you use to track every person in your database, stay in consistent contact with them, and build the relationships that turn into transactions and referrals. Your CRM is the most important business tool you will have as a real estate agent. This worksheet gives you a simple starter template to begin organizing your contacts right now — before you even have your license in hand. You can transfer these contacts into a digital CRM system later. The important thing is to start building the habit of tracking your relationships today.

UNDERSTANDING YOUR CRM CATEGORIES
Every contact in your CRM falls into one of four categories. Knowing which category each person belongs to tells you how often to reach out and what kind of contact is appropriate.
Category A — Hot People who are actively looking to buy or sell within the next 90 days. These contacts get weekly or even more frequent outreach. They are your immediate pipeline priority.
Category B — Warm People who have expressed interest in buying or selling within the next 6 to 12 months. These contacts get bi-weekly or monthly outreach. They are your near term pipeline.
Category C — Sphere People in your sphere of influence who are not currently thinking about real estate but who know and trust you. These contacts get monthly outreach. They are your long term referral base and the foundation of your business.
Category D — Past Client People who have already bought or sold with you. These contacts get monthly outreach at minimum. Past clients are your most valuable referral source and deserve consistent ongoing attention.

YOUR CRM CONTACT RECORDS
CONTACT 1
Full Name: _______________________________________________
Spouse or Partner Name: _______________________________________________
Home Address: _______________________________________________
Cell Phone: _______________________________________________
Home Phone: _______________________________________________
Email Address: _______________________________________________
Best way to reach this person: Call / Text / Email
Birthday: _______________________________________________
Spouse or Partner Birthday: _______________________________________________
Anniversary or other important date: _______________________________________________
Children's names and ages: _______________________________________________
Pets: _______________________________________________
Occupation: _______________________________________________
Employer: _______________________________________________
Hobbies and interests: _______________________________________________
How we know each other: _______________________________________________
CRM Category: A — Hot / B — Warm / C — Sphere / D — Past Client
Real estate situation: ☐ Looking to buy ☐ Looking to sell ☐ Looking to buy and sell ☐ Not currently active — future potential ☐ Likely referral source
If active — timeline: _______________________________________________
If active — price range or property details: _______________________________________________
Last contact date: _______________________________________________
Last contact method: Call / Text / Email / In person / Social media
What we talked about: _______________________________________________
Next contact date: _______________________________________________
Planned next contact method: Call / Text / Email / In person / Social media
Notes and personal details to remember:




CONTACT 2
Full Name: _______________________________________________
Spouse or Partner Name: _______________________________________________
Home Address: _______________________________________________
Cell Phone: _______________________________________________
Home Phone: _______________________________________________
Email Address: _______________________________________________
Best way to reach this person: Call / Text / Email
Birthday: _______________________________________________
Spouse or Partner Birthday: _______________________________________________
Anniversary or other important date: _______________________________________________
Children's names and ages: _______________________________________________
Pets: _______________________________________________
Occupation: _______________________________________________
Employer: _______________________________________________
Hobbies and interests: _______________________________________________
How we know each other: _______________________________________________
CRM Category: A — Hot / B — Warm / C — Sphere / D — Past Client
Real estate situation: ☐ Looking to buy ☐ Looking to sell ☐ Looking to buy and sell ☐ Not currently active — future potential ☐ Likely referral source
If active — timeline: _______________________________________________
If active — price range or property details: _______________________________________________
Last contact date: _______________________________________________
Last contact method: Call / Text / Email / In person / Social media
What we talked about: _______________________________________________
Next contact date: _______________________________________________
Planned next contact method: Call / Text / Email / In person / Social media
Notes and personal details to remember:




CONTACT 3
Full Name: _______________________________________________
Spouse or Partner Name: _______________________________________________
Home Address: _______________________________________________
Cell Phone: _______________________________________________
Home Phone: _______________________________________________
Email Address: _______________________________________________
Best way to reach this person: Call / Text / Email
Birthday: _______________________________________________
Spouse or Partner Birthday: _______________________________________________
Anniversary or other important date: _______________________________________________
Children's names and ages: _______________________________________________
Pets: _______________________________________________
Occupation: _______________________________________________
Employer: _______________________________________________
Hobbies and interests: _______________________________________________
How we know each other: _______________________________________________
CRM Category: A — Hot / B — Warm / C — Sphere / D — Past Client
Real estate situation: ☐ Looking to buy ☐ Looking to sell ☐ Looking to buy and sell ☐ Not currently active — future potential ☐ Likely referral source
If active — timeline: _______________________________________________
If active — price range or property details: _______________________________________________
Last contact date: _______________________________________________
Last contact method: Call / Text / Email / In person / Social media
What we talked about: _______________________________________________
Next contact date: _______________________________________________
Planned next contact method: Call / Text / Email / In person / Social media
Notes and personal details to remember:




CONTACT 4
Full Name: _______________________________________________
Spouse or Partner Name: _______________________________________________
Home Address: _______________________________________________
Cell Phone: _______________________________________________
Home Phone: _______________________________________________
Email Address: _______________________________________________
Best way to reach this person: Call / Text / Email
Birthday: _______________________________________________
Spouse or Partner Birthday: _______________________________________________
Anniversary or other important date: _______________________________________________
Children's names and ages: _______________________________________________
Pets: _______________________________________________
Occupation: _______________________________________________
Employer: _______________________________________________
Hobbies and interests: _______________________________________________
How we know each other: _______________________________________________
CRM Category: A — Hot / B — Warm / C — Sphere / D — Past Client
Real estate situation: ☐ Looking to buy ☐ Looking to sell ☐ Looking to buy and sell ☐ Not currently active — future potential ☐ Likely referral source
If active — timeline: _______________________________________________
If active — price range or property details: _______________________________________________
Last contact date: _______________________________________________
Last contact method: Call / Text / Email / In person / Social media
What we talked about: _______________________________________________
Next contact date: _______________________________________________
Planned next contact method: Call / Text / Email / In person / Social media
Notes and personal details to remember:




CONTACT 5
Full Name: _______________________________________________
Spouse or Partner Name: _______________________________________________
Home Address: _______________________________________________
Cell Phone: _______________________________________________
Home Phone: _______________________________________________
Email Address: _______________________________________________
Best way to reach this person: Call / Text / Email
Birthday: _______________________________________________
Spouse or Partner Birthday: _______________________________________________
Anniversary or other important date: _______________________________________________
Children's names and ages: _______________________________________________
Pets: _______________________________________________
Occupation: _______________________________________________
Employer: _______________________________________________
Hobbies and interests: _______________________________________________
How we know each other: _______________________________________________
CRM Category: A — Hot / B — Warm / C — Sphere / D — Past Client
Real estate situation: ☐ Looking to buy ☐ Looking to sell ☐ Looking to buy and sell ☐ Not currently active — future potential ☐ Likely referral source
If active — timeline: _______________________________________________
If active — price range or property details: _______________________________________________
Last contact date: _______________________________________________
Last contact method: Call / Text / Email / In person / Social media
What we talked about: _______________________________________________
Next contact date: _______________________________________________
Planned next contact method: Call / Text / Email / In person / Social media
Notes and personal details to remember:




YOUR CRM DATABASE SUMMARY
Update this summary every time you add new contacts or change a contact's category.
Date of last update: _______________________________________________
	Category
	Number of Contacts
	Goal

	A — Hot
	
	5+ at all times

	B — Warm
	
	20+ at all times

	C — Sphere
	
	100+ over time

	D — Past Client
	
	Grows with every closing

	TOTAL DATABASE
	
	



CHOOSING A DIGITAL CRM SYSTEM
Once you have your license and are ready to move your contacts into a digital system, here are the most recommended options for new agents. All of them are beginner friendly.
Follow Up Boss — www.followupboss.com One of the most popular CRM systems in real estate. Very user friendly and integrates well with most real estate tools. Paid subscription.
LionDesk — www.liondesk.com Affordable and real estate specific. Good for agents who want simple contact management with built in texting and email. Paid subscription.
HubSpot CRM — www.hubspot.com A powerful free option that works well for agents on a tight budget. Not real estate specific but very capable and easy to learn.
KVCore — www.kvcore.com Often provided by brokerages as part of their technology package. Check whether your brokerage offers this before purchasing separately.
Google Contacts plus Google Calendar — Free For agents who want the simplest possible system at no cost, Google Contacts combined with Google Calendar can function as a basic CRM. Not as powerful as dedicated systems but free and easy to use.
Which CRM system are you planning to use?

Why did you choose this system?


My planned date to set up my digital CRM: _______________________________________________

YOUR WEEKLY CRM HABITS
The most important thing about a CRM is not which system you use — it is how consistently you use it. Commit to these weekly habits starting now.
Every week I will:
☐ Add any new contacts I met during the week ☐ Update the status of any contacts whose situation has changed ☐ Review my scheduled follow up contacts for the coming week ☐ Make at least _______ personal outreach contacts to people in my database ☐ Send at least one piece of valuable information to my entire database or a segment of it ☐ Review my Category A contacts and confirm my next steps with each one

REFLECTION QUESTIONS
How many contacts do you currently have in your sphere that belong in your CRM right now?

What has stopped you from staying in consistent touch with people in your network in the past?


What is one thing you can do this week to begin building your CRM habit before you even have your license?


Who is the first person you are going to add to your CRM and why?
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