
FIVE STEPS TO BUILDING AN 
ANNUAL BUSINESS PLAN

STEP ONE: REVIEW LAST YEAR
This is an important step. It’s not about looking back we all know we can’t change the 

past, but the past can highlight some valuable lessons for the future. What worked well 
for you last year, what didn’t go so well, how could you do these things differently or how 

can you improve on your successes. Don’t beat yourself up if you’re not so good list is 
longer than the well-done list. The best lessons and growth come from the challenges 

you faced so take stock of those lessons and implement them in your new plan. Some of 
the areas to review include:

• Rent roll growth – what worked well with bringing in managements and what didn’t
• Sales listings compared to number sold – are you great listers but not closers

• Office procedures – is a gap there somewhere?
• Customer Service – is there a lot of unhappy or happy clients?

• Leadership – how did your relationship with your teamwork out?
• How do your numbers look – are you spending too much or not enough in certain 

areas?
• What felt off to you throughout the year

• What lit you up throughout the year
• You could do a SWOT analysis – what are your strengths, weaknesses, opportunities, 

and threats?

STEP TWO: WHAT IS YOUR WHY OR PURPOSE?
This is an important step many people in business and life forget, what is your why or 

purpose? It is no point going through the daily grind, you are simply existing if you don’t 
have a why? Is it to provide private school education for your kids, that was one of my 

why’s, is it to have a lifestyle business, are you wanting financial freedom, an investment 
portfolio, an overseas holiday, whatever it is, know what you are getting out of bed every 

day for. It is a good motivation boost when you reconnect with your purpose.



STEP THREE: OUTLINE TOP GOALS
It seems like all we hear about this time of year Is goals, but I’m going to say it, you do 
need goals. Otherwise, your why just hangs there, without any pathway to reach it. You 
should set some high-level goals, for example, if you are a business owner you might 

want to set a target of the number of new managements you want to acquire or the total 
Gross Commission you want to achieve, you might want to grow your team and start up 
a new office. The list of personal goals is endless and up to each individual to determine.

STEP FOUR: MAKE A QUARTERLY PLAN
You can then break these big goals down into smaller quarterly goals, that way it is more 
tangible and you put together a step by step plan to get where you want to be. If your 
big goal is to grow by 100 managements in a year, in the first quarter your action plan 
might be to revamp your brand and increase your marketing budget or it might be to 

employ a gun BDM. You need to work out a plan to attract new managements, will you 
do more social media advertising, what can you do with your existing clients to bring in 
new management. The same goes for doubling your GCI, how many sales each quarter 

do you need, how are your sales team going to achieve that, do they need more training 
on closing deals. If you have a goal to retain 100% of your management, how are your 
customer service and communication initiatives going to look each quarter? By having 
it broken down into quarters, it is not so overwhelming, and you can always review and 

change things around as you go, nothing is set in concrete, it is just a framework to come 
back to when you need it.

STEP FIVE: MEASURE SUCCESS AND CELEBRATE WINS
Your annual plan is the road map for you and your team for the next year. The roadmap 

needs milestones, success metrics, and celebrations for any wins you have along the 
way. It is important to be flexible, review and change on the run, in the event of another 

Covid situation for example. This might be something as simple as a team dinner, or 
something more extravagant like a weekend away or an upgrade on some software or 
office equipment. Whatever you decide to make sure you take stock of the successful 

moments, after all, you have earned it.


