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Setting Up PRACTICE MANAGEMENT Sub-Folders 

It’s important you set up sub-folders for each Practice Management file that are intuitive and easy to 
follow.  Below are some examples of what you may have as sub-folders to contain the various items 
that may be related to your practice management. 

 

 
o Client Classification Worksheet 
o Rightsizing Worksheet  

o  

o Review Meetings 
o Relationship Calls 
o Moments of Truth 

o Thanksgiving Cards 
o Birthday Acknowledgement 

o Holiday Baskets  
o Newsletter 
o Client Appreciation Events 

o Educational Workshops 

 

o Pre-Appointment Process 
o 1st Appointment Process 

o 2nd Appointment Process 
o 3rd Appointment Process 

o New Client Welcome Process 

 

o Rebranding Process 

o Rebranding Tracker 

 

o Anything else relevant to your team 

o PFO Binders & Tabs 

o PFO Template 
o PFO Additions 

 

Client Analysis 

Client Experience 

Client Onboarding 

Client Rebranding 

Personal Financial    
Organizer 

 

Other 


