
MFIS Transition Checklist  

Realigned Client Name: 








This is the checklist of activities for when the Financial Planner has identified a client and is transitioning them to the MFIS.  Here are a few steps which occur BEFORE the client is notified:

· Have a conversation with the Financial Planner about the client(s) being transitioned to you.
· Transition the Contact Record in Maximizer (change Lead IA to yourself).
· Transition digital and/or paper Client Specific files in accordance with compliance. 

	Phase
	Step


	Activity
	Completed:

	Pre-Appointment
	0
	MFIS Sends Transition Letter to the Client being Realigned 
	

	
	1
	MFIS Sends a Thank You Card to the FP Team
	

	
	2
	Call to Set Up Appointment with Transitioning Client

If required for those who are non-responsive:

· Week 2:  Follow Up Email

· Week 4:  Follow Up Phone Call

· Week 6: Follow Up Transition Letter
	

	
	3
	MFIS Sends Transition Meeting Confirmation Email 
	

	
	4
	MFIS Makes Transition Meeting Confirmation Call
	

	Transition Meeting
	5
	MFIS Has TRANSITION MEETING with AGENDA and:

· Introduction Kit

· Significant Life Events

· What’s Important to You

· PFO Mini
	

	Welcome!
	6
	MFIS Sends Transition Welcome Card - Top Tier Clients Only
	

	
	7
	MFIS Sends Transition Welcome Email – All clients
	

	
	8
	MFIS Makes the Follow Up & Care Call - Top Tier Clients Only
	

	Transition to MFIS Complete
	


13: Client Transition
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8:  New Member Advocate Process
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