WORKSHEET 15 — Annual Contact Plan Template
Real Estate Career Choice www.RealEstateCareerChoice.com

Instructions: Staying in consistent touch with your sphere of influence is the single most important ongoing activity in your real estate career. This worksheet helps you build a structured annual contact plan — a clear schedule of how and when you will reach out to every person in your database throughout the year. The goal is not to bother people or sell them something every time you call. The goal is to stay genuinely present in their lives so that when they or someone they know needs a real estate agent, your name is the first one that comes to mind. Consistency beats cleverness every single time.

UNDERSTANDING THE THREE LEVELS OF CONTACT
Level 1 — Personal Direct Contact A phone call, handwritten note, personal email, or face to face conversation. This is the highest value contact you can make. It is personal, it is genuine, and it is memorable. Your top sphere contacts — your inner circle — should receive personal direct contact at least four times per year.
Level 2 — Thoughtful Indirect Contact A market update, a helpful article, a holiday card, a birthday message, or a social media interaction. This is less personal than a direct call but still shows that you are thinking about them. Most sphere contacts should receive this type of outreach monthly.
Level 3 — Group Broadcast Contact A newsletter, a mass email, a social media post, or a market report sent to your entire database. This keeps your name visible and provides value but requires no individual effort per contact. Every person in your database should receive this type of outreach at least monthly.

PART 1 — YOUR ANNUAL CONTACT CALENDAR
Use this calendar to plan your outreach activities for each month of the year. Fill in what you will do, who it will go to, and what the message or theme will be.

JANUARY
Theme or occasion: New Year — fresh start, new goals, market outlook
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for January outreach:



FEBRUARY
Theme or occasion: Valentine's Day — relationships, gratitude, community
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for February outreach:



MARCH
Theme or occasion: Spring market — buying and selling season begins, home preparation tips
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for March outreach:



APRIL
Theme or occasion: Spring in full swing — market updates, home improvement, curb appeal
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for April outreach:



MAY
Theme or occasion: Mother's Day — family, home, gratitude
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for May outreach:



JUNE
Theme or occasion: Summer market — mid year market update, school's out, families on the move
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for June outreach:



JULY
Theme or occasion: Independence Day — community, summer, local events
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for July outreach:



AUGUST
Theme or occasion: Back to school — neighborhoods, school districts, family housing needs
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for August outreach:



SEPTEMBER
Theme or occasion: Fall market — second busiest season, market update, home preparation for winter
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for September outreach:



OCTOBER
Theme or occasion: Fall in full swing — market activity, home maintenance tips, community events
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for October outreach:



NOVEMBER
Theme or occasion: Thanksgiving — gratitude, client appreciation, year end market update
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for November outreach:



DECEMBER
Theme or occasion: Holiday season — gratitude, client gifts, year in review, looking ahead to next year
Level 3 broadcast activity: Description: _______________________________________________ Send to: All database / Buyers only / Sellers only / Sphere only Planned send date: _______________________________________________
Level 2 thoughtful contact activity: Description: _______________________________________________ Number of people to contact this way: _______ Planned completion date: _______________________________________________
Level 1 personal direct contacts this month: Number of personal calls or notes planned: _______ Names of people I will contact personally:
1. 
2. 
3. 
4. 
5. 
Notes for December outreach:



PART 2 — YOUR BIRTHDAY AND ANNIVERSARY TRACKER
One of the most powerful and underused tools in a real estate agent's relationship toolkit is the simple birthday call or note. Most people receive very few genuine birthday acknowledgments from professionals in their lives. A handwritten birthday card or personal phone call from their real estate agent stands out in a way that no mass email ever will.
Use this tracker to record the birthdays and anniversaries of everyone in your top sphere so you never miss an important date.
	Name
	Birthday
	Spouse Birthday
	Anniversary
	Other Important Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



PART 3 — YOUR ANNUAL CONTACT PLAN SUMMARY
Use this summary to see your full year of planned outreach at a glance.
	Month
	Level 3 Broadcast
	Level 2 Thoughtful
	Level 1 Personal Calls

	January
	
	
	

	February
	
	
	

	March
	
	
	

	April
	
	
	

	May
	
	
	

	June
	
	
	

	July
	
	
	

	August
	
	
	

	September
	
	
	

	October
	
	
	

	November
	
	
	

	December
	
	
	

	TOTAL
	
	
	



PART 4 — YOUR CONTACT PLAN COMMITMENTS
I commit to reaching out to every person in my database at least once per month through a Level 2 or Level 3 contact. Initials: _______
I commit to making personal Level 1 contact with my top 25 inner circle at least four times per year. Initials: _______
I commit to sending a personal birthday acknowledgment to every person in my database whose birthday I know. Initials: _______
I commit to reviewing and updating my contact plan at the beginning of each month. Initials: _______
I commit to adding new contacts to my database every single week. Initials: _______

REFLECTION QUESTIONS
Which month of the year do you think will be easiest for you to stay consistent with your outreach and why?


Which month do you think will be most challenging and why?


What is one creative way you can stay in touch with your sphere that goes beyond a standard email or phone call?


Who in your life do you know that is exceptional at staying in touch with people and what can you learn from how they do it?


What is the single most important habit you need to build to make this contact plan work?
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