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	[bookmark: _Hlk3887175]DONE
	TASK
	TOOLS
	VIDEO

	
	PARTICIPATE IN THE WEEKLY GROWTH CALL
	Growth Tools
	

	
	ENGAGE IN MCA TRAINING
· Attend Leadership Webinars
· Attend Latest in Labs
· Time-block to attend all livestreams on Connect Live
	KWConnect
	

	
	WEEKLY LEADERSHIP MEETING
· Review Growth Initiative goals, actuals, and strategy to achieve goals.
	Growth Initiative Goals and Actual Numbers
	

	
	WEEKLY STAFF MEETING
· Review Growth Initiative goals, actuals, and strategy to achieve goals.
· Implement weekly value communication strategy. See the Monthly Value Checklist for ideas.
	Growth Initiative Goals, Actual Numbers, Growth Initiative Tools, Systems, and Conversations
	

	
	ENTER VENDOR INVOICES 
· In Purchases – Enter purchases and all vendor invoices
· In Lone Wolf – Post Vendor/Supplier Invoices 5.1
	AccountEdge (US & Quebec Only)

Lone Wolf
	

	
	MANAGE ASSOCIATE RECORDS
· Agent status changes 
· (removals, transfers, newly licensed, etc.) See the Associate Status Combinations article for more information.
· Print/Process transfer forms as necessary.
	WinMORE

Lone Wolf
	[image: https://lh4.googleusercontent.com/ZCwIM-Iv3P4WrmRluqJXXNRwGKpIuuIfn_iZv6Y9WSkw6XisSZwOoMBzauVF66vYir54II-tjmBx3CPJADwPtLgWbAt3Q0ObjkGJULLs1miWltNTTURlIeAFtXe31tWQq4ZiwGqS]
Duplicate Associates Report

	
	ENTER/MANAGE TEAMS AND TEAM MEMBERS
· Consider implementing a process in the Market Center to track changes to teams and groups. See this example on KWConnect.
· Add new teams
· Add new team members
· Inactivate ended teams
· Remove former team members
· Process transferring teams
	Team Tool
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	DONE
	TASK
	TOOLS
	VIDEO

	
	Verify System and Data Files
	WinMORE and AccountEdge/Lone Wolf
	[image: Monitor]

	
	Print and Review EOM/Projected Closings
	WinMORE / Lonewolf
	[image: Monitor]

	
	Verify WinMORE Entries match Accounting
	WinMORE / Lonewolf
	[image: Monitor]

	
	Validate Listings Taken Metrics
	CloudMORE Listings
	

	
	Print and Review the Anniversary DA List
	WinMORE
	[image: Monitor]

	
	Print EOM Reports and Review Closely (See full list of required and recommended reports in Instructions)
	WinMORE
	[image: Monitor]

	
	Print and Review Market Center Specific EOM Reports
	MC Defined
	

	
	Print and Review Associate List
	WinMORE
	[image: Monitor]

	
	Print and Review YTD Closed Production
	WinMORE
	[image: Monitor]

	
	Create Initial Invoice to KWRI (create it once, and update it weekly)
	WinMORE and AccountEdge/Lone Wolf
	[image: Monitor]

	
	Ensure all receivables have been collected. Sync AccountEdge Connect. 
View video starting at minute 44 for instructions to sync AE Connect.
	AccountEdge/AE Connect, Lonewolf
	[image: Monitor]

	
	Verify Receivables
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Verify Payables
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Verify KW Debt, Depreciation, and/or Amortization
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Verify Payroll Tax Payable (if payroll is in-house)
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Review Undeposited Funds Account
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Account for E&O (U.S. only)
	AccountEdge
	[image: Monitor]

	
	Review Clearing Commission
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	Send Monthly Data to KWFS, Save Your KWFS, and Calculate Preliminary Set Costs
	AccountEdge(US)/Accountedge(CA)/Lone Wolf, KWFS, and WinMORE
	[image: Monitor]

	
	Print Preliminary Profit Share Calculation
(this step can only be completed after the 21st of the month)
	WinMORE
	[image: Monitor]

	
	Review Production Reports
Review Balance Sheet
Review Income Statement with Team Leader and OP
	AccountEdge/Lone Wolf
	[image: Monitor]
[image: Monitor]
[image: Monitor]

	     
	Check Key Numbers
	WinMORE and AccountEdge/Lone Wolf
	[image: Monitor]

	
	Verify Debits and Credits Match
	AccountEdge/Lone Wolf
	[image: Monitor]

	
	End of Week Backup
	External Backup
	[image: Monitor]



Add custom steps for your Market Center here:
	
	
	
	

	
	
	
	

	
	
	
	



Make notes of observations or questions for your TL or OP here:
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