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Step 1: Put an X over all areas deemed "NON-WORKING" (thereby leaving only the available 'Working' time)

Step 2: Block Off regular commitments (office meetings, training sessions, regular appts)

Step 3: Block Off HIGH-PRIORITY ACTIVITIES --- Listing Appts/Buyer Appts/Dial Time

Step 4: Block Off SUPPORT ACTIVITIES --- Appt Prep Time/Paperwork Time/Customer Service Time/Planning

TIME BLOCKING STEP-by-STEP INSTRUCTIONS:

TIME BLOCKING Template


