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DATA DETOX
CHECKLIST
How you can shape up and become 

tomorrow's agent
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Is your database riddled with missing information, duplicate 
properties and contacts? 

If so, you are not alone. At Agentbox we are in contact with many real 
estate agents every day who are frustrated with the current state of 
their database and marketing efforts. 

You may be seeing other peers out there who are on the ball and certainly 
being rewarded with their fair share of the market. You’re tired of missing 
out on opportunities by not being able to confidently market to your 
database. 

The industry has moved towards nurture based relationships between 
agent and client. With so much information on the web, people are looking 
for help to cut through the noise as they research and make decisions. 

Tomorrow’s agents are those who are 
consistently there throughout the research 
process providing their clients with up to date 
relevant information. However without the right 
systems and support this process can be very 
time consuming and expensive.
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Technology and systems have advanced considerably over the past few 
years with all of the leading CRMs being ‘In the Cloud’ and Mobile. 
These systems also encourage you to create and maintain a clean 
database with no duplicates and missing information which can make 
marketing hard. These systems also make your office far more efficient 
by centralising efforts in one place and eliminating double data entry in 
many locations. 

If you put the effort into Detoxing your database 
and match it with an easy to use, powerful CRM 
then you will certainly be on the way to getting 
the whole office engaged, on board and building 
your business together. Nurturing your prospects 
and winning listings will be so much easier.

Follow this step by step guide to pave the way to being recognised 
as the go to agent in your area with a continual stream of listings 
within any market. 

This will help you understand where the problems are and how to start 
addressing them.
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What is a clean 
database and why 
is it important
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Working with a clean database is the key to being tomorrow’s agent. 

The agent that is recognised as the clear choice in your area, the most 
helpful and top of mind. 

If you are currently experiencing peaks and troughs with your listings and 
sales then the health of your database is the one thing that is standing 
between you and being able to create your own market where you set 
the rules. 

Being able to send out up to date, targeted, relevant information to clients 
or groups in your database will also protect you from the competition of 
other larger industry players all out for their share of your commission by 
owning the relationship with potential vendors. 

If you put the work in, and get this right, then regardless of market 
conditions, you will be able to obtain a constant stream of listings. 

NOTE: If you are doing BLAST marketing to your 
entire database then STOP. This is the path to 
disengagement and unsubscribes which is not 
doing you any favours. 
Use the checklist below to see how you can start implementing the 
solution above and pick up the pace of your agency.
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How do you 
know what you 
currently have

Quick Data Health check:

www.agentbox.com.au
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Which sounds more like you?
Your office is humming with everyone using the same CRM for 
all listings, contacts, Appraisals, prospecting and portal loading. 
However you still have the same data being entered into multiple 
locations. You know that you could be doing things better and 
willing to do a quick check

You have a CRM but but not everyone is using it. The database is a 
mess and the agents say it is too hard to use and have gone off to 
do their own thing. You know you need to get this sorted and pull 
things together to grow and increase market share. 

You’re an individual agent who wants to get more out of whatever 
database you are using.

Download your contact and property data to Excel (most CRMs 
support this) 

Do a quick sort on names and address to highlight any duplicates. 

 • Duplicates are the cancer of any database and hinders your 
ability to market with confidence. Last thing you want is people 
receiving the email more than once from you.

 • In Excel  you can use the Sort & Filter feature to achieve this.

Below are pointers to get you started.

www.agentbox.com.au
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Take a look at missing information including emails, phone numbers, 
relationships etc 

See how many of them have up to date requirements (essential for 
quick buyer matching) 

 • Some CRMs will allow you to create a list of all Buyers that do 
not have buyer requirements attached. The is a great task to 
give to admin to sort out.

Are all of their categories up to date, such as Vendor, Buyer, 
Previous Vendor, Landlord, Investor, etc 

 • Each Sales Agent can run through their list and make sure that 
each contact they own is accurate.

Do you have surplus contacts? 

 • Do a search - who have not been contacted in last 12 months

 » Make a decision - Will you make an effort to rekindle the 
relationship if no then mark as archive or allocate to someone 
else

Is your data located in separate places? 

 • This means…

 » Are previous and current landlords and tenants only located 
in the Property Management database?

 » Separate buyer database 

 » Individual agents with their own systems or using Outlook for 
contacts

 » Separate email programs used to send out newsletters

 • Tip

 » List all of the places that the data resides with who owns 
them

 » List how many places Properties, Contacts etc are entered 
into more than one system

 » Highlight the place which can be regarded as the main record 
and most accurate

www.agentbox.com.au
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Information / Data

List of applications same information is entered 
(double entry)  
Eg, CRMs, Property Management software, Excel, 
Outlook, Contact Cards, Email platforms, Portal 
feeding

Estimated time 
spent maintaining 
per week in hours

Property / Listing / 
appraisal

Contact

Enquiry

 • Challenge: Where the same data is in many different locations 
you have multiple places to keep up to date. This can result in the 
marketing database being compromised, out of date and inaccurate.

If you have put more than two 
systems in the table above which 
requires any manual entry then 
seriously consider consolidating into 
an advanced CRM
So now you have all the facts, what do you do with it?

www.agentbox.com.au
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How to get 
from Fat to Fit

Almost every database has either missing, incomplete or excess data 
that is weighing it down and potentially preventing effective marketing 
and prospecting activities.

After the previous checklist you should have an idea on how healthy 
your data is and where it is located. Great start.  

Let’s take it to another level by stripping away the data that is not serving 
you.

• Getting rid of duplicates
 » Contact your CRM provider to run a process to merge all of the 

duplicates. This can be done in a way where you do not lose any 
information.

 » If the above is not possible clean your data outside of the CRM and 
start with a fresh system that has this capability.

• Contact Classifications 
 » Either with a print out or in a spreadsheet, identify any missing 

classifications via highlighter or codes…  Have an admin resource 
update the CRM at low cost

• Archiving contacts with no phone number or email address
 » If you have an email then do your best to obtain the number, 

otherwise just archive after attempts.

www.agentbox.com.au
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What does a 
Data Detox look 
like for you
If you able to carry out at least some of the above, then you have the 
following paths ahead of you.

• Review all of the separate systems you are using and find 
ways to combine and eliminate any manual double data entry

• Stick with your current CRM and have admin follow update 
instructions to clean up the data 
 » Merging duplicates

 » Archiving contacts

 » Updating missing emails, phone numbers and addresses

 » Updating buyer requirements

• Download all of your data into Excel and get help with a data 
company to clean everything up with you ready for import 
into a fresh system

• Ensure that all data that gets entered into the CRM from now 
on is clean and complete. Including
 » Phone enquiries

 » Web enquiries from Realestate.com.au, domain.com.au, your 
website etc… 

www.agentbox.com.au
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Top 5 Database 
Success Habits - 
Fitness workouts

Feed all all of the buyer enquiries directly from REA and Domain 
into your CRM - Check to see if your CRM can automate this.

Capture all attendees at opens on mobile devices live into the 
CRM. Make sure you subscribe to emails and create automatic 
requirements.

Ensure you have nominated a person in the office to take ownership 
of assisting the sales agents to keep on top of updates

Get everyone on board with your chosen CRM and conduct regular 
training. 

Send out regular just listed, just sold email marketing along with 
helpful tips and relevant market updates.

www.agentbox.com.au
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What is standing 
in your way of a 
clean database

You may be wondering where will you find the time to run through all of 
this? Depending on your situation it can be time consuming, however 
you can certainly get help.  

Help from your team, admin or even companies like Agentbox. There 
is always a way to achieve something that can deliver you such great 
rewards.

Think of it as prospecting time, instead of doing 
cold calls you or your PA can make warm calls to 
clients you have met in the past and rekindle that 
relationship.
The CRM that you use can be a significant limiting factor. It is unfortunate 
that in the past many have allowed dirty data to enter the database 
including missing emails and phone numbers as well as duplicates. If 
your Sales Agents are off doing their own thing then it is worth seeing 
how the latest CRMs can help you pull everyone together.

www.agentbox.com.au
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Where to next

If you have any questions about any aspect of this checklist then please 
either send a quick email to sales@agentbox.com.au or simply give us 
a call on 1300 315 657

We are here to help.
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