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CHECKLIST FOR NOVEMBER SURGE 

Surge dates: October 26th-November 25th 
Appointments can be Monday-Thursday. 10:30am-3pm. 
10:30	11:30	1pm	2pm	3pm
This leaves 30 minutes for lunch. 
5 appts per day means 20 per week, 4.5 weeks of appointments should yield 90 possible appointments, enough to service every client. 

No appointments Friday. I'm out of the office & Rita will need an extra day to keep up with service work. 

Google calendar & RedTail calendar need to be scrubbed against available appt times in Calendly. Make sure everything is syncing properly. 100% block off everything 2 weeks before and after surge to property contain surge appointments & keep up with associated service work. 

Review all clients - Take note which clients were seen in May. Take note which (all) clients were called during the March market panic. Take note which clients don't need to/don't want to be seen again. Take note which clients weren't seen YTD and MUST BE SEEN by year end. 

October 12th:
Announce that we will not have in-person appts available due to Covid (also in Calendly). 
Let clients know that we are well versed in virtual appointments and look forward to reviewing their retirement plans, discuss year end tax planning opportunities, and re-review recent legislative changes. 
Let clients know that a Zoom meeting room link will automatically be generated when they self schedule their appointments. 
Let them know that we will be reaching out separately if we do not yet have their 2019 tax returns. 

October 13th: reach out to clients we intend to meet but don't have their tax returns in Holistiplan without errors. 

October 19th: resend Calendly link to all clients that haven't yet scheduled. 

November 2nd: re-resend Calendly link to clients that haven't self scheduled. 

November 3rd: Call remaining clients that we need to see. For these clients, a Zoom link will need to be created manually & emailed to the client. 

Create a master client list and check off each scheduled appt and if their tax return is in Holistiplan without errors. 

For clients we plan on seeing: Need client appointment cheat sheet completed. 
For clients we plan on seeing: We need their 2019 tax returns in Holistiplan without errors, at least 48 hours before their scheduled appt. 

Deadline for final client appt is the day before Thanksgiving. 


CLIENT PREP FORM
________________________________                ____________________
Client Name (s)                         			   Date

Age(s) __________________

Guaranteed monthly income: 
_____’s Social Security On_____ Off _____     Amount $_________
_____’s Social Security On_____ Off _____        Amount $_________
_____’s Pension            On_____ Off _____        Amount $_________ 
_____’s Pension       On_____ Off _____        Amount $_________

Medicare/Health Insurance
_______ on Medicare?     Mthly Prem $_______
_______ on Medicare?     Mthly Prem $_______

Household monthly withdrawals
________’s monthly withdrawal             _________’s monthly withdrawal
$_____ Gross w/d                     $_____ Gross w/d
$ _____ Federal w/h                    $_____ Fed w/h
$ _____ State w/h                    $_____ State w/h
$ _____ net cash to client                $_____net cash to client

Roth IRA conversions
2018 Yes_____    No_____      Amount $_______
2019 Yes_____    No_____    Amount $_______
2020 Yes_____    No_____    Amount $_______
2021 Yes_____    No_____    Amount $_______
2022 Yes_____    N0_____    Amount $_______

If the client is over 72--Current year RMD
________’s RMD Amount $_________    Month distributed __________

________’s RMD Amount $_________    Month distributed __________

Tax Return
2018 taxes received?  _____yes    _____no
2019 taxes received?  _____yes    _____no
2020 taxes received?  _____yes    _____no
2021 taxes received?  _____yes    _____no
2022 taxes received?  _____yes    _____no

Qualified Charitable Distribution
2020 _____yes    _____no




APRIL/MAY 2021 SURGE LETTER

Good afternoon clients of Capital City Wealth Management, 

It’s that time of year again! 

We are excited to catch up on your retirement plans, both personally and financially. 

In preparation for our appointment, we would like to review your tax returns. 
Click here to securely upload your tax return

If you have difficulty submitting your return or scheduling your appointment online, click here to watch this quick video tutorial from Benjamin. 

We have tax review appointments available through the end of May, so if you are taking advantage of the extended tax filing deadline (May 17th) simply schedule your appointment for later in May. 

In addition to reviewing your income taxes with you, we want to touch on a few other important financial topics: 
· CARES Act deductible charitable donations for non-itemizers for 2020 and increased amounts for 2021 joint filers
· For retired clients not yet 65 - we will run calculations to see if the new Premium Assistance Tax Credits from the recent American Rescue Plan legislation will be available to you. 
· Retirement income guardrails
· Review your portfolio strategy, in light of the worst market downturn in recent memory

As you can see, we have lots to discuss! 

Due to the continued caution around Covid - we will continue to meet with clients virtually over Zoom. 

Click here to schedule your appointment





NOVEMBER 2020 SURGE LETTER

Good afternoon clients of Capital City Wealth Management, 

Given our continuing environment with the COVID-19 virus and the Governor’s recommendation for social distancing our plan to meet with you during the month of November will happen virtually. We can meet via Zoom virtual conference room (preferred) or by phone.  A Zoom meeting room link will automatically be generated when you self-schedule your appointment

Even though we can’t get together in person, we will treat this like any other semi-annual planning appointment and answer any questions you may have about your income plan, your portfolio, taxes, the SECURE Act, The Cares Act, changes to RMDs, or anything else on your mind.  

We would like to review your most recent income tax return in advance of this meeting.  If you haven’t already, you may submit your tax return using the secure link below. 

Please schedule your appointment by clicking the link below.  If you prefer a phone appointment please call our office to make arrangements. 

Schedule your appointment:  (Calendly link)
Upload your tax return: (Sharefile link) 
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