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Instructions: One of the hardest parts of your first year in real estate is not knowing when your first commission is coming. The answer lies in understanding your pipeline — the collection of prospects and clients at various stages of the real estate process at any given time. This worksheet helps you track every potential transaction from first contact all the way through to closing. Update it regularly. A pipeline you can see is a pipeline you can manage.

UNDERSTANDING THE PIPELINE STAGES
Every person in your pipeline falls into one of the following stages. Understanding where each person is helps you know what your next step should be with them.
Stage 1 — New Contact Someone you have just met or reconnected with who knows you are in real estate. No real estate conversation has happened yet.
Stage 2 — Real Estate Conversation Started You have had an initial conversation about their real estate situation. You know something about their needs, timeline, or interest level.
Stage 3 — Qualified Prospect You know they have a genuine need, a realistic timeline, and the financial ability to buy or sell. They are a real potential transaction.
Stage 4 — Active Client They have signed a buyer representation agreement or a listing agreement. You are actively working with them.
Stage 5 — Under Contract A purchase contract has been executed. You are working toward closing.
Stage 6 — Closed The transaction has closed. Commission has been received or is expected.
Stage 7 — Referral Source A past client or sphere contact who regularly sends you referrals. Maintain this relationship with the same care as an active client.

YOUR ACTIVE PIPELINE — BUYER PROSPECTS
BUYER PROSPECT 1
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Price range they are looking in: $ _______ to $ _______
Desired location or neighborhood: _______________________________________________
Desired home type: _______________________________________________
Timeline to purchase: _______________________________________________
Are they pre-approved for financing? Yes / No / In process
Lender name and contact if applicable: _______________________________________________
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



BUYER PROSPECT 2
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Price range they are looking in: $ _______ to $ _______
Desired location or neighborhood: _______________________________________________
Desired home type: _______________________________________________
Timeline to purchase: _______________________________________________
Are they pre-approved for financing? Yes / No / In process
Lender name and contact if applicable: _______________________________________________
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



BUYER PROSPECT 3
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Price range they are looking in: $ _______ to $ _______
Desired location or neighborhood: _______________________________________________
Desired home type: _______________________________________________
Timeline to purchase: _______________________________________________
Are they pre-approved for financing? Yes / No / In process
Lender name and contact if applicable: _______________________________________________
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



BUYER PROSPECT 4
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Price range they are looking in: $ _______ to $ _______
Desired location or neighborhood: _______________________________________________
Desired home type: _______________________________________________
Timeline to purchase: _______________________________________________
Are they pre-approved for financing? Yes / No / In process
Lender name and contact if applicable: _______________________________________________
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



BUYER PROSPECT 5
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Price range they are looking in: $ _______ to $ _______
Desired location or neighborhood: _______________________________________________
Desired home type: _______________________________________________
Timeline to purchase: _______________________________________________
Are they pre-approved for financing? Yes / No / In process
Lender name and contact if applicable: _______________________________________________
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



YOUR ACTIVE PIPELINE — SELLER PROSPECTS
SELLER PROSPECT 1
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
Property address: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Estimated property value: $ _______
Their motivation for selling: _______________________________________________
Timeline to list: _______________________________________________
Are they also buying? Yes / No / Unsure
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



SELLER PROSPECT 2
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
Property address: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Estimated property value: $ _______
Their motivation for selling: _______________________________________________
Timeline to list: _______________________________________________
Are they also buying? Yes / No / Unsure
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



SELLER PROSPECT 3
Name: _______________________________________________
Phone: _______________________________________________
Email: _______________________________________________
Property address: _______________________________________________
How we met: _______________________________________________
Date of first contact: _______________________________________________
Current pipeline stage: 1 / 2 / 3 / 4 / 5 / 6 / 7
Estimated property value: $ _______
Their motivation for selling: _______________________________________________
Timeline to list: _______________________________________________
Are they also buying? Yes / No / Unsure
Last contact date: _______________________________________________
Next scheduled contact date: _______________________________________________
Next action step: _______________________________________________
Notes:



PIPELINE SUMMARY SNAPSHOT
Use this section to get a quick overview of your entire pipeline at any given time. Update it weekly.
Date of this snapshot: _______________________________________________
	Pipeline Stage
	Number of Buyers
	Number of Sellers
	Total

	Stage 1 — New contact
	
	
	

	Stage 2 — Conversation started
	
	
	

	Stage 3 — Qualified prospect
	
	
	

	Stage 4 — Active client
	
	
	

	Stage 5 — Under contract
	
	
	

	Stage 6 — Closed
	
	
	

	Stage 7 — Referral source
	
	
	

	TOTAL
	
	
	



PROJECTED COMMISSION TRACKER
	Client Name
	Transaction Type
	Est. Sale Price
	Est. Commission
	Expected Close Date
	Status

	
	Buy/Sell
	$
	$
	
	

	
	Buy/Sell
	$
	$
	
	

	
	Buy/Sell
	$
	$
	
	

	
	Buy/Sell
	$
	$
	
	

	
	Buy/Sell
	$
	$
	
	


Total projected commissions in pipeline: $ _______
Total commissions closed to date this year: $ _______

PIPELINE HEALTH CHECK
Answer these questions honestly at least once a month to assess the health of your pipeline.
How many new contacts did I add to my pipeline this week?

How many meaningful conversations did I have with pipeline contacts this week?

How many of my pipeline contacts have I not spoken to in more than 30 days?

What is my biggest pipeline gap right now — too few new contacts, too few qualified prospects, or too few active clients?

What specific activity will I do this week to strengthen my pipeline?



REFLECTION QUESTIONS
Looking at your pipeline right now, when do you realistically expect your first closing?

What is the single biggest obstacle between you and your first closed transaction?


What are you doing consistently every week to add new people to your pipeline?



Real Estate Career Choice — www.RealEstateCareerChoice.com

