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Initial Inquiry ONLINE SCHEDULING INTAKE 




WHY USE ONLINE SCHEDULING?
As a best practice, we recommend using online-scheduling software (e.g., Acuity, Calendly) to give prospects the ability to schedule an introductory "Learn More" Call. This not only removes the back-and-forth hurdle of scheduling but also allows you to prequalify prospects to ensure you are the best adviser to meet their needs.

Setting up the process to go from Initial Inquiry to a "Learn More" Call (15-minute prequalification call) varies by software, and we recommend reviewing your system for specific how-tos. However, most allow you to customize your communications and create intake questions.

A basic questionnaire is typically three to five questions long. These usually include open-ended questions to help you learn more about your prospect and at least one strong qualifier question to help you determine whether you are a good fit. 

SAMPLE INTAKE & QUESTIONNAIRE
Name: ________________________________	Email:  ___________________________

You are scheduling an introductory "Learn More" Call with <Stephanie>. This is a no-cost, no-obligation call. Our goals are simply to learn more about you and your specific situation, identify matters most important to you and give you the information you need to determine whether we are the right firm to help you reach your goals. If we aren’t the best fit, we’ll do our best to provide you with the resources and referrals you'll need to find an adviser who can support your unique situation and needs.

[Schedule my "Learn More" Call.] 

1) What prompted you to reach out to us today? 
2) What are your primary concerns and most pressing questions we can help answer for you? 
3) How did you hear about us? *
a. Personal referral from: _____________
b. Podcast
c. Local college course 
d. Google/web search 
4) We find we provide the most value to <senior executives at technology companies in the Bay Area who looking for ways to maximize their time and compensation so they can live a life without boundaries>. If this sounds like you, let us know.
a. That’s definitely me.
b. I think so, but I’d like to talk to clarify my situation further.
c. No, but thank you.

PROVEN-PRACTICE ADVISER COACH SAMPLES
Download additional proven-practice samples from our Adviser Success Coaches on limitlessadviser.com.

 Pre-Introduction


{An email confirmation typically comes from whatever action a potential client takes on the site. If they download a free guide, that free guide has an automated email that will start the drip campaign and leads them to request an appointment. The email below is intended only for the “Schedule an Appointment” or “Meet with an Advisor” form on the site.} 
EMAIL: CONFIRMATION – SCHEDULE AN APPOINTMENT 
Sent from: {Please Choose Whom You’d Like} Subject: Your Appointment Request 
Preview text: We are excited to learn your definition of True Wealth! In the meantime, you can learn more about our wealth management process. 
Body: 
Thank you for requesting an appointment with {firm name}! We will be in touch shortly to set up a time to connect. 
In the meantime, we want to share a little bit about our approach to wealth management. 
You may have noticed on our site that we are focused on simplifying your financial picture and helping you discover “True Wealth.” We believe that this begins by listening and understanding what is truly important to you. 
For some, building a legacy and a retirement spent near family is what matters most. For others, true wealth means building the foundation necessary to travel the world or contribute to the causes you’re passionate about. Our goal is to help you clearly define your definition of true wealth and help you get on the path to pursue it. 
As we walk through this process together, we want to provide a clear understanding of what to expect. Our first meeting is all about you – it’s a listening session. We want to spend time getting to know you and understand your goals. 
If you think we’re a good fit, and we hope you do, we will then take you through our process, which you can learn about in the attached document “Our Process”. 
If you have any questions in the meantime, please feel free to reach out! You can call our office at {phone number} or email us at {email address}. We also put together the attached fact sheet Selecting a Financial Advisor that you may find helpful. 
We look forward to meeting you soon! {firm name} 


Script




PROSPECT INITIAL INQUIRY VIA CALL TO OFFICE
If a prospect reaches out via phone instead of setting a call via online calendar appointment, consider the sample scripts below to walk the client through setting up their "Learn More" Call. This is not just about scheduling a meeting. This is an important opportunity to ensure that our very first interaction with the potential client is positive, and that we provide enough information about our firm and gather enough information about the caller.
 
SCRIPT 
“Before scheduling a time to meet with you, <Stephanie> likes to have a quick call to learn more about your situation, understand how we can help you <retire with confidence>, and determine whether we're the best firm to fit your needs. I have a few questions to help prepare her for your conversation. Do you have five minutes for us to go through them and then set up time for you to talk to <Stephanie>?”

[Open Initial-Inquiry Online-Scheduling Intake and capture required information.]

If the prospect is a fit: 
“Thank you, <Stephanie> works with clients just like you, who <are looking to retire with confidence>. I have some time available next week that will work to schedule a 'Learn More' Call.”

[Call time is selected.]

“Great. To confirm, I have your call scheduled for <Thursday the 5th at 1 p.m.>. During this call, <Stephanie> will dive deeper into what matters most to you, answer your most pressing questions and give you the information you need to move forward. After we hang up, be on the lookout for an email from us that will reconfirm your appointment and share some resources we believe will help you decide if we’re the best fit for you.”

If the prospect is definitely not a fit:
“Thank you for taking the time to share more information about yourself. We believe that your time is valuable and want to be upfront about whether we’re the best fit for you. We do our best work with clients who are <within five years of retirement>, have a compelling personal motivation to do planning, and who see the value of our approach. Based on what you shared, I honestly believe you would be better served by an adviser who specializes in your specific situation. <Stephanie> is willing to a have a call with you to learn more and ensure that we can provide you a recommendation for a firm that will best fit your needs.” 

If they choose not to set the call:
“I understand, and I’d be happy to share information for a few advisers who I know work with people in your specific situation.”


HOW TO ADDRESS COMMON FOLLOW-UP QUESTIONS FROM THE PROSPECT
From time to time, a prospect will ask follow-up questions. The goal is to provide them enough information to feel comfortable but still encourage them to schedule to "Learn More" Call.

What happens after the call? What is your process? 
“<Stephanie> will walk you through our process in detail during your initial call, but I’m happy to share a brief overview. Following your initial call, we’ll request more detailed information from you and set a series of meetings to dive deeper into your particular financial situation and goals. We find it takes about six weeks depending on how quickly you send information back to us. Finally, <Stephanie> will share her recommendations with you. The process is available on our website, and you’ll also get a copy in your meeting confirmation. If you have any additional questions, I can be sure that <Stephanie> has them in advance of your meeting so she can answer them for you.”
 
How does the firm charge fees? What are your fees? 
“Our fees are based on your situation and goals, the scope and complexity of your needs, and the value that we'll bring. Our fees typically range from $7,500 to $20,000+ depending on your situation. 

But before we can quote you a fee, we first have to take the time to listen and truly understand your situation. I should share with you that our firm is a bit different. We don't lead with investments; we lead with you. We're not here to promise performance or deliver thick financial plans loaded with projections, though we have some smart people who are very good at delivering both.  

It's somewhat old-fashioned, but we believe in beginning with the end in mind. We start with you and your goals so that we can handcraft a plan that reflects you, your family, <your business> and the life you want to live. 

Of course, our work is predicated on investment and planning expertise, but our real value is in our advice, not just information or investments. Our clients want a trusted partner with a thoughtful plan, someone who can help them make it happen every step of the way.”

Do I have to make a minimum commitment? 
[bookmark: _Hlk38096716]“We take on a limited number of clients to ensure we can provide the highest quality service to you, and we do typically have a minimum of <insert minimum here>. However, we do our best work with clients who are <within 5 years of retirement>, have a compelling personal motivation to do planning, and who see the value of our approach. To do our very best work, we will review your entire financial situation, not just your assets, to determine if we’re the best firm for you. If for any reason we are not the very best fit, we’ll provide you with recommendations we believe will better meet your needs.”

Can I talk to the adviser now? 	
“One of the things I’ve learned over the years is that the better we utilize <Stephanie’s> time, the better she is able to serve her clients. We have set times available in which she is able to give her undivided attention to client work and pressing issues. Her first availability is <Thursday at 2 p.m.>. Would this work for you?”
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