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Use this checklist as part of your planning strategy so that you can always stay 3 steps ahead of your clients.

Best to do at the end of each day – last thing on your list before you sign off

Daily Planning:

What are the top 3 tasks I need to complete tomorrow?

What are the top 3 tasks (or deadlines) that are due tomorrow?

What (if anything) do I need to get from my client for tomorrow?

Where do I need to potentially shift priorities or tasks? (keeping an eye on potential issues)
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Recommend doing this end of the week (Friday) or Sunday night (if you work weekends) – don’t leave this until
Monday morning as you risk getting caught up in everything going on and not planning at all.

Weekly Planning:

What is on the promotional calendar for this coming week? (all marketing activities)

What is on the delivery calendar for this coming week? (classes, membership activities, etc.)

What is on my client’s calendar for this coming week? (appointments, teaching, etc.)

What are the top 3 projects that I want to ensure are completed this week?

Have your regular weekly call with client to discuss and update on above.
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Great exercise to do towards the end of each month (25th of the month) – look at the upcoming month and up
to 3 months out.

Monthly Planning:

What launches or bigger projects are coming up next month? What about the month after?

(Always good to stay at least 2 months ahead)

What programs need to be delivered next month? What products need to be created?

What are my client’s top 3 priorities for the month? (Ask them this question) 
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For those of you in the IOI program remember you also have 3 major resources;

1. The Science of Social Media 
     All the social media training you need to understand, setup, use and grow your reach.
     To access or Join: http://www.TheScienceofSocialMedia.com

2. Message to Millions Mastermind
    When you first join you get one full year in the mastermind. After that, you get lifetime access to the
    materials. make sure you take advantage of this resource which covers;
     
          7. Speaking 

     8. Getting on TV
     9. Your Million Dollar Design
    10. Outsourcing
    11. Your Own Live Event
    12. Traffic and PR

     1. How to Create Your Message
     2. Being Brand You
     3. Online Marketing
     4. Social Media Mastery
     5. Sales and Selling
     6. Product or Book Launches

Access your mastermind and materials here - http://www.MessagetoMillionsMastermind.com

If you wish to join my mastermind - use the above link

If you prefer to go through all the trainings yourself, not in a mastermind community, and save a ton of money
and still get lifetime access to all the materials and trainings go here:
http://www.MessagetoMillionsMastery.com 

3. Last but not least IOI members have Internet Success Mastery

This is the step by step process that takes you through the 6 major elements of an online business.This is the step by step process that takes you through the 6 major elements of an online business.

1. Niche selection and keyword mastery
2. Listbuilding and landing pages and blogs
3. Copywriting and Autoresponders
4. Membership Sites
5. Sales pages
6. Traffic Mastery

To gain access or join > To gain access or join > http://www.InternetSuccessMastery.com

Join the community, get more free gifts and updates - http://www.FastActionResults.com

Continuing Progress



7 Time International Bestselling Author including 31 Days to Millionaire
Marketing Miracles from Wiley Publishing

World-renowned speaker in over 35 countries including Keynote in
China at Global Leaders Economic Summit for presidents, heads of state
and CEOs for technology

Award winning entrepreneur, writer and speaker since 1985 at the age of
19 when she started her software company including awards from
Senate, Assembly, and the White House Presidential Award from
President Obama

Been on the internet developing brands, websites, SEO and now
social media since 1994 and currently serving on the Forbes
Coaching Council

Featured in over 22 National and Local TV as a trusted resource
for technology, internet and social media including ABC, NBC,
CBS, FOX and appeared in 3 motivational movies

Director of Technology and eCommerce Strategies for the World
Film Institute, Family Film Awards and Olympia Awards for
the 7 Arts

Served thousands of clients around the world to develop a
fully branded end to end website presence so they can
professionally match, rise above the competition, and reach
millions with their message.

Tracy Repchuk, is an International Bestselling Author and Online Marketing and Social
Media Strategist and will show you the step-by-step solution to attract more leads, get
more clients and make more sales. As an award-winning entreperneur sicnce the age
of 19, she has helped thousands of clients get their message online fast and effectively.
She has appeared on TV for NBC, Fox, CBS, CW, ABC. newspapers such as 
Washington Post, Forbes, USA Today, Chicago Tribune and has over 60 additional
appearances in over 35 Countries.appearances in over 35 Countries.

About Tracy Repchuk
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