Day 12 | Follow-Up Readiness Checklist
Make every follow-up intentional.
Before Sending
	Check
	Done

	I know why I am following up.
	☐

	The timing is appropriate.
	☐

	I reviewed the previous conversation/application.
	☐

	My message is personalised.
	☐

	My desired next step is clear.
	☐

	Names, dates and role details are correct.
	☐


After Sending
	Check
	Done

	I logged the message.
	☐

	I recorded the follow-up date.
	☐

	I know what I will do if there is no response.
	☐

	I will avoid unnecessary repeated messages.
	☐






