New JTM Agent Check List

·  2nd initialing of JTM Career Development and Orientation Manual 

·  Scripts packet-memorize in 2 weeks 

·  Have them recite scripts to you-must be minimum 70% correct

·  Learn how to fill out JTM Action Monday forms

· Agent Report

· Weekly Schedule

· TIP Analysis

·  Fill out new licensee paperwork 

·  Fill out Brokerage New Agent Packet

·  Fill out New Sales Associate paperwork for local board

·  Insurance Information

·  Fill out paperwork for business card order

·  Provide #___________Business Cards

·  Fill out Name Badge Order Form

·  Contact list – who do they call in the office 

·  Set up Email address

·  How to access and use forms on Company Web site

· Win Forms

·  Provide #___________ Announcement Cards

·  Go over training calendar

· Action Monday

· Phone Night

· Technical Skills

· Quantum Trainings

·  Bring contact lists for Phone Night (start to work on Jelly Bean Jar)

·  Schedule for QHT Training

·  Schedule for Probing Training

·  Schedule for S.E.L.L. Training 

·  Go over local market protocols – appointment scheduling, lockboxes

·  Security Procedure

· Key to office

· Alarm Code

·  Equipment Training

· Copy Machine

· Fax Machine

· Phone

· Office Computer Login

· Password for office equipment

·  Go over office protocols

· Location of forms

· Sample of all forms

· Their mailbox location

· Work Area

·  Tour office

·  Procedure for Quantum Home Tour

· How to get one

· Where to get fliers

· How to get a QHT kit

· How to get QHT directional signs

· What is the return procedure for QHT materials and directional signs

·  Signed off on “I Know How To …Checklist”

·  Transition from Group O leader to JTM Manager

