
	New Insurance Client Checklist 

	
	Step

	Activity
	Person Responsible

	Pre-Appointment 
	0
	Set up name as a new Lead in Maximizer Wealth
	

	
	1
	Send Thank You Card to Referrer
	

	
	2
	Call or Email to Set Initial Meeting 
	

	
	3
	Send Meeting Email Confirmation w/ Map & Parking Info
	

	
	4
	Confirmation Call/Email
	

	Initial FIT Phase  
	5
	MEETING 1 – Is There a FIT?  w/ Needs Analysis
	Advisor

	
	6
	Run Initial Quotes 
	

	
	7
	Make the “Is there a FIT Call”
If Declined (Health/Age) – refer Canada Protection Plan (CPP)
If not a FIT, respectfully end the process.
Is a FIT, schedule 2nd Meeting to discuss options
	Advisor

	Final FIT Phase
	8
	Confirmation Call/Email 
	

	
	9
	MEETING 2 - INSURANCE OPTIONS    
	Advisor

	
	10
	If agreement to proceed, submit the Completed Application
	

	
	11
	Send Meeting Follow Up Email w/ Underwriting expectations 
	

	
	12
	Ensure Medical Underwriting is Complete (If applicable)
	Third Party

	
	13
	Approved via Medical, Carriers Approval & Policy Delivery
	Third Party

	If Policy is approved, continue:

	Policy Delivery 
	14
	1 Simple Policy – Send Policy Delivery Receipt via email
2 Complex Policy - Call to set Policy Delivery Meeting 
	Advisor

	
	15
	Confirmation Call/Email for Complex Policy Deliveries
	

	
	16
	MEETING 3 - POLICY DELIVERY  
	Advisor

	
	17
	Ensure Premium is Paid by New Client
	



	CONGRULATIONS – You have a new insurance client!

	New Client Welcome
	19
	ADMIN SET UP ON THE CRM:
Convert Lead to INS Client & Classify appropriately
Complete all related Insurance Fields for the client
Activate the INS Service Model Activities (Renewals)
Trigger additional follow ups specifically to this client
	

	
	20
	Send the Welcome Email 
	

	
	20
	Send New Insurance Client Welcome Card (and Gift)
	

	
	21
	Follow Up & Care Call 
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