Media Checklist:

Internal	External	Internal & External
〇 Canzell Internal FB	〇 Google my business	〇 Canzell Internal FB
〇 Canzell Workplace	〇 Instagram CanZell	〇 Canzell Workplace
〇 Canzell Slack	〇 Instagram Chantel	〇 CanZell Slack
	〇 Instagram Stories	〇 Google my business
	〇 TikTok CanZell	〇 Instagram Chantel
	〇 TikTok Chantel	〇 Instagram CanZell
	〇 FB Chantel Ray Finch	〇 Instagram Stories
	〇 FB Chantel Ray Page	〇 LinkedIn CanZell
	〇 FB Joincanzell	〇 LinkedIn Chantel
	〇 FB CanZell Careers 	〇 FB Chantel Ray Finch
	〇 FB CanZell	〇 FB Chantel Ray Page
	〇 LinkedIn CanZell	〇 FB Joincanzell
	〇 LinkedIn Chantel	〇 FB CanZell Careers
		〇 FB CanZell
		〇 TikTok CanZell
		〇 TikTok Chantel


INTERNAL:
· Workplace - Everyone @ CanZELL Realty page - CanZell Realty Workplace
· Facebook - CanZell Internal - CanZell Realty Internal FaceBook
· Slack – canzell-main-channel - 

EXTERNAL:
· Google Business - CanZell Realty Google my Business
· Instagram @CanZellRealty - https://www.instagram.com/canzellrealty/
· Instagram @TheChantelRay - https://www.instagram.com/thechantelray/
· TikTok @CanZellRealty - https://www.tiktok.com/@canzellrealty
· TikTok @ChantelRayFinch - https://www.tiktok.com/@chantelrayfinch
· LinkedIn - CanZell Realty - CanZell Realty LinkedIn (access through Chantel Ray LinkedIn account bc she is admin on CanZell Realty)
· FaceBook - CanZell Realty - https://www.facebook.com/CanzellRealty
· FaceBook- Chantel Ray Finch - Chantel Ray Finch Personal FaceBook
· FaceBook - Chantel Ray Personal - Chantel Ray Personal FaceBook
· FaceBook - Chantel Ray Page - Chantel Ray FaceBook PAGE 

EXPLANATION OF PLATFORMS WE USE: 
· Agorapulse: Used to make scheduled posts on multiple platforms easier… LinkedIn, FaceBook, Instagram. You can also reply to all messages from users on this platform.
· Workplace: Used for communication between employees internally within CanZell Realty. 
· Active Campaign: Used to create email blasts to send out to a lot of people.
· Branding.CanZell.com:  This is where all CanZell recruitment videos are located, sometimes you will be asked to upload new videos onto this page. 
· Egnyte: Holds a lot of video, photo and media content to build CanZell websites.
· DOMAIN: canzellrealty
· CanZell Cloud: Used for training - more specific media “how-to’s” are here under Corporate Training.
· CanZell Portal: Media mainly uses the sections: My Commitments, Company Directory, Upcoming Birthdays. 
· Slack: Easier and quicker form of communication between employees in the office.
· Canva: Used to edit graphics, overlays, posts, etc.


Weekly Meetings: 
https://joincanzell.com/zoom/ 
Zoom #2 Management Meetings
· Mondays @12pm: Go over last week's commitments… Did you get 3/3?
· Thursdays @12pm: Mid-week checkup on commitments… Are you on track?
*You have until 12pm every Monday to complete your commitments*
*Your new commitments for the week must be in canzell portal by 4pm every Monday* Enter Weekly Commitments Here

Weekly Seminars:
*Always make Active Campaign Email Blasts about these WEEKLY. You can see the templates we’ve used in the past, but feel free to create your own style!*
· Millionaire Live Real Estate - Every Tuesday @12pm EST https://joincanzell.com/millionairelive/
· Agent Mastermind – Every 2nd Wednesday of the Month @11:30am-12pm EST https://joincanzell.com/agentmastermind
ADDITIONAL PLATFORMS YOU MAY POST ON:
· TikTok @BoatChurchVirginiaBeach - https://www.tiktok.com/@BoatChurchVirginiaBeach
· FaceBook @VirginiaBeachBoatChurch Page - Boat Church FaceBook Page
· Instagram @ChantelRayWay (fasting account) - https://www.instagram.com/chantelrayway/
· FaceBook @TheChantelRayWay - Waist Away Through Intermittent Fasting FaceBook Page
· FaceBook Intermittent Fasting & OMAD Group - Page

These are mandatory tasks that must be completed every day: 
· Two email blasts per week, mandatory email blast about the Tuesday and Wednesday call 
· 4 Social media posts per day (2 listings, 1 recruiting, and 1 geared towards agents)
· Check and respond to Agorapulse comments
· 10 tiktoks per week about recruiting, Canzell facts, agent resources, agent attraction, cute decor ideas etc. 
· LinkedIn, accept all invitations, and then add new connections and respond to all messages. 
· Go through all Facebook profiles (Chantel Ray page & Chantel Ray profile), accept friend requests and go through all notifications

Below is your general daily to do list, its a breakdown of what your typical day will look like with the exception of commitments or additional tasks as assigned by Chantel. 

DAILY TO-DO’S:

Monday:
· Check emails - Write down things Chantel may have sent you to recreate
· Check all social media posts & reply to users
· Finish up commitments from prior week
· Commitment meeting @12pm  
· Get new commitments from Chantel for the week
· Make sure commitments are uploaded in CanZell Portal by 4pm
· Create an email blast & external social media post about Millionaire Real Estate Live (on Tuesdays)

Tuesday:
· Check emails - Write down things Chantel may have sent you to recreate
· Check all social media posts & reply to users
· Send a 1 hour email blast about Millionaire Real Estate Live
· Create an email blast & external social media post about Agent Mastermind (on Wednesdays)
· Create an email blast & external social media post about Backstage Pass (on Wednesdays)
· Upload national call video from Zoom onto Vimeo and email to Michael at: michael@mcom.llc

Wednesday:
· Check emails - Write down things Chantel may have sent you to recreate
· Check all social media posts & reply to users
· Send a 1 hour email reminder about Agent Mastermind & Backstage Pass

Thursday:
· Check emails - Write down things Chantel may have sent you to recreate
· Check all social media posts & reply to users
· Mid-week commitment check in meeting @12pm


Friday:
· Check emails - Write down things Chantel may have sent you to recreate
· Check all social media posts & reply to users
