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BUILDING YOUR PERSONAL DATABASE FOR BUSINESS
Building Your Business
1.  People do business with people they know, like and remember.
2.  Your business database is a collection of people that know you by name, face, reputation and shared experiences.
3.  Make a friend first and a sale later.
4.  In the course of a year, you need to be in touch with each person monthly if you expect to get their business or receive their referrals.
5. Don’t forget your existing customers.

5 Steps to Help You Build Your Database
1.  Use a 3 ring binder with a set of alphabetic dividers.
2. Have printed copies of the Profile Sheet ready.
3. Go through the Worksheet – “Who Do You Know?”
First time just write down the names of the people who come to mind.
4. Begin building a more detailed profile for each person.  This will take time.
Don’t rush.  Names, addresses, email addresses and phone numbers critical.
5. Send a postcard or personal brochure to your list.

How to Use Your Database
1.  Review your database daily Monday through Friday.  On the first day of the month contact all of the people whose last name begins with A.  On the second day of the month contact all the people whose last name begins with B.  Continue on.  There are 22 business days each month and 26 letters of the alphabet.  
2. Goal over time is to have 250 people in your database.
Within 2 years you should expect to have received referrals from 80% of those people.  
3.  Asking for Referrals. – Don’t ask every time but can do it on average twice a year.
A good way to ask for referrals is to ask how their business is going.  They will usually then ask you how your business is going.  You can then let them know that a good portion of your business is coming from people you know and from referrals.  Ask if they know of anyone who would appreciate being kept updated on what’s happening in the real estate market, anyone who might be interested in selling or if they have any friends or family who are moving to New Orleans in the next year.
4.  In order for someone to stay in your datebase, answer these 3 questions.
a.  Does this person live in the New Orleans area?  
b. If they don’t live here, do they know a lot of people in the New Orleans area who they keep in contact with?
c. Does this person have the ability to qualify for a loan?
5.  About every three months you need to go through your database and eliminate people who are no longer relevant for whatever reason.
6. When you meet someone new, the very first thing you should do is enter them into your database.
7. Before making a phone call, take a look at their profile in your database.  Take notes during the call.  Place a copy of the “30 Reasons To Contact 
Someone”  in the front of your binder for reference.
8.  Place extra pages behind each profile for note taking.  Add to computer files later.
9. Have a month at a glance calendar for the entire year in the base of your binder.  Note each person’s birthday and anniversary on the calendar for the year.  The first of each month send out cards for the entire month.
10. Commit to use the system for a year!  SEND – CALL - SEE
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