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	WHERE ARE MY SEND OUTS TODAY?

	

	1. CLOSES – Follow up (filled by self or filled by others)

	COMPANY
	CONTACT
	PHONE #
	CANDIDATE
	RESULTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	2. SEND OUTS TODAY (When in doubt – send them out)

	COMPANY
	CANDIDATE
	POSITION
	1ST
	2ND
	3RD
	FINAL
	TIME OF INT.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3. De-Briefs (your candidate – utilize a send-out hot sheet, copy in back)

	CANDIDATE
	PHONE #
	COMPANY/POSITION
	RESULTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	4. De-Briefs (your client)

	CLIENT
	PHONE #
	CANDIDATE/POSITION
	RESULTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	* Fill out complete de-brief forms to help with future preps 
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	THE RECRUITER WITH THE CANDIDATE WINS!

	10. RECRUITING CALLS (Minimum of 1 ½ hours of calls on every search)

	COMPANY
	PHONE #
	CONTACT
	RESULTS

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	

	14.
	
	
	

	15.
	
	
	

	16.
	
	
	

	17.
	
	
	

	18.
	
	
	

	19.
	
	
	

	20.
	
	
	

	21.
	
	
	

	22.
	
	
	

	23.
	
	
	

	24.
	
	
	

	25.
	
	
	

	26.
	
	
	

	27.
	
	
	

	28.
	
	
	

	29.
	
	
	

	30.
	
	
	

	31.
	
	
	

	32.
	
	
	

	33.
	
	
	

	34.
	
	
	

	35.
	
	
	

	36.
	
	
	

	37.
	
	
	

	38.
	
	
	

	39.
	
	
	

	40.
	
	
	

	41.
	
	
	

	42.
	
	
	

	43.
	
	
	

	44.
	
	
	

	45.
	
	
	

	46.
	
	
	

	47.
	
	
	

	48.
	
	
	

	Become the best “listener” in the lives of your candidates.
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	13. APPOINTMENTS

	
	

	7:00
	1:00

	7:30
	1:30

	8:00
	2:00

	8:30
	2:30

	9:00
	3:00

	9:30
	3:30

	10:00
	4:00

	10:30
	4:30

	11:00
	5:00

	11:30
	5:30

	12:00
	6:00

	12:30
	6:30

	
	

	14.  INCOMING CALLS (Limit candidate calls to between 4:00 – 5:00 p.m.)

	
	
	

	NAME/COMPANY
	PHONE #
	NOTES

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	13.
	
	

	14.
	
	

	15.
	
	

	16.
	
	

	17.
	
	

	18.
	
	

	19.
	
	

	20.
	
	

	

	15. JOB ORDERS WRITTEN

	

	COMPANY/CONTACT
	PHONE #
	JOB TITLE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


