


Prospect-Process   Checklist


We recommend that you combine best practices from your current process with our advisor-coach examples to customize this checklist and integrate it into a CRM workflow.

STEP 1: RECEIVE INITIAL INQUIRY
	ACTION STEP
	WHO
	BY WHEN

	Prospect reaches out to schedule "Learn More" Call.
· Prospect reaches out via website and sets "Learn More" Call; this process is completed based on Initial-Inquiry Online-Scheduling Intake and Confirmation Email.
· Prospect calls into the office directly; admin sets up "Learn More" Call based on scheduling guidelines and follows the script in the Initial Inquiry resource above.

Best Practice: If call comes in directly, we recommend that the admin use the online scheduler and walk the prospect through the process and questions in order to avoid manual steps later.
	Prospect
	As it occurs

	[bookmark: _Hlk37952808][bookmark: _Hlk37952821]"Learn More" Call is officially set on calendar; Confirmation Email is sent to prospect.
· If scheduled via online scheduler, email is automatically sent.
· If scheduled manually, admin sends email to prospect.

Best Practice: See Prospect-Process Client Samples for resources that can be included in the "Learn More" Confirmation Email.
	System / Admin
	As it occurs

	Confirm prospect setup is completed: 
· CRM is set up and has initially required information.
· CRM stage is set to "Learn More" Call.
· File folders are set up.

Best Practice: Integrate your online scheduling system and your CRM system to automate this step.
	Admin
	48 hours post call being set



STEP 2: CONDUCT "LEARN MORE" CALL
	ACTION STEP
	WHO
	BY WHEN

	Prepare materials for advisor to review prior to "Learn More" Call, to include the following:
· Online-scheduler intake questions
Any materials/questions additionally provided by the prospect
	CSA
	48 hours prior to call

	[bookmark: _Hlk37952845]"Learn More" Day-Prior Reminder Email is sent the day before the call.
· If meeting was scheduled via online scheduler, email is automatically sent.
· If meeting was scheduled manually, admin sends email to prospect.
	Prospect
	24 hours prior to call

	Review prospect information prior to "Learn More" Call, to include the following:
· Online-scheduler intake questions
· Any materials/questions additionally provided by the prospect 
	Advisor
	24 hours prior to call




	Hold "Learn More" Call with prospect, assess prospect fit and determine next steps.
· [bookmark: _Hlk37952861][bookmark: _Hlk37952874]Guide discussion using "Learn More" Call Scripts, and take notes using "Learn More" Intake Form.
· Assess prospect fit.
· If not fit, provide prospect with recommendations for next steps and notify CSA following meeting.
· [bookmark: _Hlk37952886]If fit, schedule Discovery Meeting during call or continue to next step.
· Dictate notes, provide admin completed copy of "Learn More" Call Notes and share with team to complete next steps.
	Advisor
	Day of call

	Prospect fit is assessed and follow-up steps completed.
· [bookmark: _Hlk37952898]If not a fit, send "Not a Fit" Recommendations Email and update CRM stage to Closed — No Fit.
· [bookmark: _Hlk37952909]If a fit, send First-Meeting Scheduling Email, review notes from "Learn More" Call and schedule any additional relevant next steps.
	CSA
	Within 24 hours of call



STEP 3: HOLD FIRST MEETING: DISCOVERY
	ACTION STEP
	WHO
	BY WHEN

	First Meeting is officially set on calendar.
· [bookmark: _Hlk37953590]If yes, update CRM stage to First Meeting, add to Weekly Team Meeting Agenda and send follow-up First-Meeting Confirmation Email.
· [bookmark: _Hlk37952918]If no, follow up using the Three-Strike Follow-Up Process.
	CSA
	As occurs

	[bookmark: _Hlk37956687][bookmark: _Hlk37952939]Send First-Meeting Week-Prior Reminder Email.
Note: A best practice is to have this be an automated email from your system.
	System / CSA
	7 days prior to meeting

	Confirm prospect has completed required materials to hold meeting.
· If yes, continue to next step.
· [bookmark: _Hlk37952949]If no, send First-Meeting Materials Reminder Email.
	CSA
	As occurs or no later than 3 days prior to meeting

	Prepare materials for advisor to review prior to First Meeting, to include the following (reviewed during weekly team meeting):
· Initial "Learn More" Call Materials
· Copies of First Meeting materials checklist with note of any missing items
· Any materials/questions additionally provided by the prospect
	CSA
	48 hours prior to scheduled meeting

	Review First Meeting materials and identify initial questions prior to First Meeting, using the below:
· Online-scheduler intake questions
· Copies of First Meeting materials
· Any materials/questions additionally provided by the prospect 
	Advisor
	24 hours prior to scheduled meeting

	[bookmark: _Hlk37953052]Send First-Meeting Day-Prior Reminder Email.

Best Practice: Use an automated email reminder from your scheduling system.
	System / CSA
	Day prior to meeting

	Prepare office for First Meeting, and be ready and available to greet prospect upon arrival.
· [bookmark: _Hlk37953064]See Amazing First Meeting Guidebook for best practices on room setup.
· Greet client at door, offer choice of refreshments and notify advisor of prospect arrival.
	CSA
	Day of meeting

	Hold First Meeting with prospect.
· See Amazing First Meeting Guidebook.
· Assess prospect fit.
· If not fit, provide prospect with recommendations for next steps, and notify CSA after the meeting.
· [bookmark: _Hlk37953098]If fit, schedule Second Meeting during meeting or continue to next step.
· Dictate notes and share with team to complete next steps.
	Advisor
	Day of meeting

	Prospect fit is confirmed and follow-up steps completed.
· [bookmark: _Hlk37953107]If not a fit, send "Not a Fit" Recommendations Email, and update CRM stage to Closed — No Fit.
· [bookmark: _Hlk37953117]If a fit, send Second-Meeting Scheduling Email, review notes from "Learn More" Call and schedule any additional next steps.
	CSA
	Within 24 hours of meeting

	Second Meeting is set with the prospect.
· [bookmark: _Hlk37953127]If meeting is set, update CRM stage to Second Meeting, and send follow-up Second-Meeting Confirmation Email.
· [bookmark: _Hlk37953136]If no, follow up using the Three-Strike Follow-Up Process.
	Admin
	Within 24 hours of meeting



STEP 4: ANALYZE DISCOVERY, DRAFT ONE-PAGE PLAN
	[bookmark: _Hlk37953152]Send Second-Meeting Week-Prior Reminder Email.

Best Practice: Use an automated email reminder from your scheduling system.
	System / CSA
	7 days prior to meeting

	Confirm that prospect has completed all required materials.
· If yes, continue to next step.
· [bookmark: _Hlk37953723]If no, send Second-Meeting Materials Reminder Email and reset meeting if needed.
	Admin
	5 days prior to meeting

	Compile Second Meeting materials for advisor to review and complete, including the following:
· Second Meeting materials provided by client
· [bookmark: _Hlk37953210]One-Page Plan Template
· [bookmark: _Hlk37953230]Client Service Overview
	CSA
	4 days priors to meeting

	[bookmark: _Hlk37953247]Review client materials, determine preliminary analysis, draft One-Page Financial Plan and notify CSA of any final items to finalize meeting materials.
	Advisor 
	3 days prior to meeting

	Prepare final Second Meeting materials for prospect
	CSA
	Day prior to meeting


STEP 5: HOLD  2ND MEETING: PRESENT/DECISION 
	[bookmark: _Hlk37953260]Send Second-Meeting Day-Prior Reminder Email.

Note: A best practice is to have this be an automated email from your system.
	System / CSA
	

	Prepare office for Second Meeting, and be ready and available to greet prospect upon arrival.
· [bookmark: _Hlk37953268]See Amazing First Meeting Guidebook for best practices on room setup.
· Greet client at door, offer choice of refreshments and notify advisor of prospect arrival.
	CSA
	Day of meeting

	Hold Second Meeting with prospect, and identify action items. Any client information should be dictated/captured for the team.
· [bookmark: _Hlk37953276]Use One-Page Plan Lessons & Guide to review how to structure your conversation. 
· Invite prospect to decide whether to engage.
· If client is ready during meeting, kick off New-Client Onboarding Process (set next meeting), and continue to next steps.
· If client is not ready, continue to next steps. 
· Dictate notes and share with team to complete next steps.
	ADV / Client
	At meeting

	Action items are reviewed and input into CRM system along with any client intel that was captured.
	CSA
	Within 24 hours of the meeting

	Prospect notifies firm of decision to move forward.
· [bookmark: _Hlk37953284]If no, send "Prospect Decision No" Follow-Up Email.
· [bookmark: _Hlk37953292]If maybe, send "Prospect Decision Maybe" Follow-Up Email and update CRM status to Prospect Pending Decision.
· [bookmark: _Hlk37953304]If no response, follow up using the Three-Strike Follow-Up Process and update CRM status to Closed Prospect.
· [bookmark: _Hlk37953312]If yes, send "Prospect Decision Yes" Follow-Up Email and complete the following next steps:
· Update status in CRM to New Client.
· Initiate New-Client Onboarding CRM workflow.
· Add any follow-up actions items to CRM, or start related workflows as appropriate.

	CSA
	As occurs












Prospect-Process   Checklist Materials


The below are the available resources you can use in your prospect process.  

	BEST PRACTICE TEMPLATES

	Prospect-Process Guidebook
	Prospect-Process Email Communications, which include the following: 

	Prospect-Process Checklist
	"Learn More" Confirmation Email

	Initial-Inquiry Online-Scheduling Intake
	"Learn More" Day-Prior Reminder Email

	Initial-Inquiry Script
	First-Meeting Scheduling Email

	"Learn More" Call Scripts
	"Not a Fit" Recommendations Email

	"Learn More" Intake Form
	First-Meeting Confirmation Email

	Amazing First Meeting Guidebook
	Three-Strike Follow-Up Process

	One-Page Financial Plan Template
	First-Meeting Week-Prior Reminder Email

	One-Page Plan Lesson & Samples
	First-Meeting Materials Reminder Email

	Client Service Overview
	First-Meeting Day-Prior Reminder Email

	Three-Strike Rule
	Second-Meeting Scheduling Email

	
	Second-Meeting Confirmation Email

	
	Second-Meeting Week-Prior Reminder Email

	
	Second-Meeting Materials Reminder Email

	
	Second-Meeting Day-Prior Reminder Email

	
	"Prospect Decision No" Follow-Up Email

	
	"Prospect Decision Maybe" Follow-Up Email

	
	"Prospect Decision Yes" Follow-Up Email 
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