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Groups In-House

To Do List

Appointments

8 a.m.

9 a.m.

10 a.m.

11 a.m.

12 p.m.

1 p.m.

2 p.m.

3 p.m.

4 p.m.

5 p.m.

6 p.m.

Friday, April 1st, 2011
April Fools’ Day

Sales Tip of the Day: Offer work samples or, if
that’s impossible, a list of referrals to every prospect.

Occupancy
Room Rate/ Total 

ADR Revenue

Today

MTD

Today’s Sales Goal: $________________

March 2011
April 2011

May 2011

3y1
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# of 
Rooms

Occupied 

# of 
Arrivals

# of
Departures

# of
Guests

In-House

Friday, April 1st, 2011
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Goal Builder
Sales Goal $_______________Actual Sales $_____________+/– $______________

Next Week’s Goal $________________

Sales Closed
Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Client Name________________________________Revenue$____________________

Total____________________

Sales Pending
1. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

2. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

3. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

4. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

5. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

6. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

7. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________

8. Prospect________________________________Potential Revenue $__________

Closing Date____________________________Probability__________________
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Goal Builder
Sales Goal $_______________ Actual Sales $_____________ +/– $______________

Next Week’s Goal $________________

Sales Closed
Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Client Name ________________________________ Revenue $ ____________________

Total ____________________

Sales Pending
1. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

2. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

3. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

4. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

5. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

6. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

7. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________

8. Prospect ________________________________ Potential Revenue $ __________

Closing Date ____________________________ Probability __________________
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Upcoming Events / City Events

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Networking Opportunities 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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___________________________________________________________________________
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___________________________________________________________________________

___________________________________________________________________________
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April Activity Analysis 

F5290,120921nk
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Period
GoalActualVariance (Weekly, Monthly,

Quarterly)

Total

Sales

F5290,100631mn

Period
Goal Actual Variance(Weekly, Monthly,

Quarterly)

Total

Sales
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Account Information

Client Name:_______________________________Phone #:_______________________

Contact #1:________________________________________________________________

Contact #2:________________________________________________________________

Event & Date(s)

____________________________________________________________________________

____________________________________________________________________________

Notes

___________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Next Steps

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Independence Day

Canada Day

Com,120815mnx

July 2011

185/1804186/1795187/1786188/1777

192/17311193/17212194/17113195/17014

199/16618

206/15925

200/16519

207/15826

201/16420

208/15727

202/16321

209/15628

182/1831183/1822184/1813

189/1768190/1759191/17410

196/16915197/16816198/16717

203/16222

210/15529

204/16123

211/15430

205/16024

212/15331

MonTueWedThuFriSatSun

August 2011

213/1521214/1512215/1503216/1494

220/1458221/1449222/14310223/14211

227/13815228/13716229/13617230/13518

234/13122

241/12429

235/13023

242/12330

236/12924

243/12231

237/12825

217/1485218/1476219/1467

224/14112225/14013226/13914

231/13419232/13320233/13221

238/12726239/12627240/12528

MonTueWedThuFriSatSun

Independence Day

Canada Day

Com,120815mnx

July 2011

185/180 4 186/179 5 187/178 6 188/177 7

192/173 11 193/172 12 194/171 13 195/170 14

199/166 18

206/159 25

200/165 19

207/158 26

201/164 20

208/157 27

202/163 21

209/156 28

182/183 1 183/182 2 184/181 3

189/176 8 190/175 9 191/174 10

196/169 15 197/168 16 198/167 17

203/162 22

210/155 29

204/161 23

211/154 30

205/160 24

212/153 31

Mon Tue Wed Thu Fri Sat Sun

August 2011

213/152 1 214/151 2 215/150 3 216/149 4

220/145 8 221/144 9 222/143 10 223/142 11

227/138 15 228/137 16 229/136 17 230/135 18

234/131 22

241/124 29

235/130 23

242/123 30

236/129 24

243/122 31

237/128 25

217/148 5 218/147 6 219/146 7

224/141 12 225/140 13 226/139 14

231/134 19 232/133 20 233/132 21

238/127 26 239/126 27 240/125 28

Mon Tue Wed Thu Fri Sat Sun
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