
Existing Client Checklist  

Existing Client Name: 








	
	Step


	Existing Client Activities
	Completed on:
	Completed by:

	Update Meeting
	1
	Call to book the Review Meeting 
	
	

	
	2
	Send Introduction Kit with the Confirmation Letter
	
	

	
	3
	Make Confirmation Call 
	
	

	
	4
	UPDATE MEETING with Agenda
	
	Advisor

	Re-Welcome
	5
	Send Welcome Card & Gift
	
	

	
	6
	Send Welcome Letter 
	
	

	
	7
	Make Follow Up & Care Call
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8:  New Member Advocate Process
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