Perfect Intake Meeting – Quick Reference Cheat Sheet
Goals of Intake:
1. Qualify – Learn facts, family, finances, urgency.
2. Educate – Explain essential planning tools.
3. Prepare – Prime for attorney meeting & moving forward.

1. Warm Welcome & Rapport (2–3 min)
· Greet warmly, smile, use their name.
· Purpose statement:
“I’m here to learn about your needs, explain how we can help, and prepare you for your meeting with the attorney.”

2. Discovery – Gather Facts (5–10 min)
Ask:
· Family: “Who’s important in your life that we should consider in your plan?”
· Urgency: “What prompted you to meet with us now?”
· Assets: “Do you own a home? Other real estate? Savings or retirement accounts?”
· Advisor: “Do you work with a financial advisor? How do you feel they’re taking care of you?”
· Concerns: “Are you worried about paying for long-term care?”
Listen for: Health concerns, blended families, large estates, no existing documents.

3. Positioning – Normalize the Need (3–5 min)
Key phrases:
· “Every adult over 18 should have: Financial POA, Healthcare POA, Living Will, and HIPAA Release.”
· “Have you considered a trust before?”
· Emphasize: Common needs, peace of mind, protection.

4. Preparation – Prime for Attorney
· Set expectations: Attorney will give recommendations, steps, timeline, and cost.
· Mention teamwork with Financial Advisor (FA).
· Ask permission to involve FA:
“With your consent, we can invite your FA to help design your plan.”
→ Get written consent.

5. Before Hand-Off to Attorney – Checklist
☐ POAs discussed & accepted as starting point
☐ Trust idea introduced
☐ Financial picture documented
☐ Consent for FA involvement signed
☐ Client understands they’re moving toward paid planning

6. Tone & Style
· Be warm, professional, and confident.
· No legal advice—only explain needs & process.
· Listen more than talk.
· Build trust & confidence.

