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Scheduling
· 8 weeks before start of surge - Start Scheduling workflow
· 6 weeks before start of surge - Reach out to schedule Tier 1 and Tier 2 clients giving them the full options for the schedule via phone and email 
· Follow up 7, 14 days later
· 4 weeks before start of surge - Reach out to all remaining clients to schedule via email
· Follow up 7, 14 days later
Prep
· Client schedules meeting
· Meeting Prep workflow scheduled for 14 days before meeting
· Post Review workflow scheduled for day of meeting
· 14 days prior to meeting - Reach out to see if there are any outside balances, documents, taxes that are needed
· 7 days prior to meeting (in an ideal world) – advisor reviews meeting prep to add their important pieces
Post Review
· Advisor adds notes immediately after meeting
· Advisor adds tasks for support
· Send a reminder email of any loose ends that still need to be followed up on
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