Perfect Intake Meeting Script
Purpose: Qualify, Educate, and Prepare the potential client so they’re ready and eager to move forward with the attorney.

1. Warm Welcome & Rapport Building (2–3 min)
· Smile, greet warmly, and thank them for coming.
· Use their name early and often.
· Example:
“Hi [Name], welcome! I’m so glad you’re here today. My role is to learn more about your situation, make sure we understand your goals, and explain how our team can help. You’re in the right place.”

2. Discovery: Gather Key Facts (5–10 min)
Goal: Understand their family, finances, urgency, and goals—without giving legal advice.
Questions to ask:
· “Tell me a little about your family—who’s important in your life that we should be aware of in your planning?”
· “What’s prompted you to meet with us now?” (uncover urgency)
· “Do you own a home or other real estate?”
· “Do you have savings, retirement accounts, or other investments?”
· “Do you work with a financial advisor?”
→ If yes: “How do you feel they’re taking care of you?”
· “Are you concerned about how to pay for long-term care if that’s ever needed?”
(Listen for triggers: blended families, health concerns, large estates, lack of current documents, concerns about nursing home costs.)

3. Positioning: Normalize the Need (3–5 min)
· Key Talking Points:
· “Every adult over 18 should have a Financial Power of Attorney, a Healthcare Power of Attorney, a Living Will, and a HIPAA release.”
· “Many people also consider a trust—have you thought about that before?”
· Emphasize protection and peace of mind, not complexity or fear.
(This makes the client feel their needs are common, solvable, and that you have the solutions.)

4. Preparation: Prime Them for the Attorney (5 min)
· Set Expectations:
· “When you meet with [Attorney Name], you’ll go over the specific recommendations for your situation.”
· “We’ll discuss the exact steps, timeline, and cost for putting your plan in place.”
· “Our process is very hands-on, and we’ll work closely with your financial advisor if you have one.”
· Invite Financial Advisor (with consent):
· “With your permission, we can invite your financial advisor to be part of the process. They’re not here to sell anything—just to help design your plan and make sure it all works together.”
→ Get written consent.

5. Confirm Readiness & Next Step
Checklist before handing off to attorney:
· POAs discussed and accepted as a starting point.
· Trust idea introduced.
· Financial picture documented.
· Consent for FA involvement signed.
· Client understands they’re moving toward a paid planning engagement.
Transition line:
“Now that we have a clear picture of your situation and goals, [Attorney Name] will come in and walk you through your personalized planning options. This is where we’ll make sure everything is exactly right for you.”

6. Tone & Style Reminders for Staff
· Be warm, professional, and confident.
· Avoid legal advice—focus on explaining needs and gathering facts.
· Build trust by listening more than talking.
· Always make it clear that the attorney will provide the solutions.

