
What should the appointment process look like?

How do you set up the first appointment?

What do I bring to the appointment?

What questions should I ask?

How many times should I meet with someone?

When do I schedule the next appointment?

COMMON QUESTIONS

The goal and purpose of the first appointment is always the same: GATHER INFORMATION! 
After this, the appointment process can vary greatly depending on each agent’s preferences 
and the needs and situation of each client. This document breaks down Chad’s appointment 
process into 7 segments. You can copy his method point by point or you can tweak it to your 
liking. The goal of this document is to help you gather the right information throughout each 
step of the entire appointment process.

HOW WILL THIS HELP ME?

First Contact
The Phone Call

First
Appointment

Fact
Finding

Product
Explanation

#1 GOAL OF THE APPOINTMENT:

Gather Information & Present a Solution

APPOINTMENT PROCESS
THE

BASIC ORDER OF THE APPOINTMENT PROCESS:
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1 QUALIFY THE PROSPECTIVE CLIENT.

• To meet with a prospective client, my personal guidelines are $50,000 in          
emergency funds and savings and $50,000 in funds to invest in the product.

• REMEMBER:  We’re not there to grab any money we can! We’re there to make a     
difference in their financial situation. Make sure they have plenty of liquid funds.

• Don’t be greedy. Numbers (MONEY) have no emotions. They either work or they 
don’t.

• It’s a MUST to have a complete fact finder to go over their total financial situation. 
Do not skip any steps.  

• Don’t get ahead of yourself here! Many agents go into product explanation during 
this part and get way ahead of themselves. This is simply a discovery time. Nothing 
more, nothing less.

Now that you’ve gone over their complete financial situation, it’s time to analyze their 
situation and see if there’s a problem. What do you look for?

• Do they currently have enough income to live off of?

• What are their current monthly expenses?

• How much income will they have when they retire?
• Pensions

• Social Security

• Annuities

• Do they have life insurance?

• Is it enough?

• Can I find something better suited for them?

• What is the cash value, if any?

• Do they need life insurance?

Gather as much information as needed to see if there’s a problem you can fix.

From the first call, make sure the prospective client qualifies and that they actually need 
your skill set and services.

2 GATHER INFORMATION.

3 FIND A PROBLEM? DEFINE IT.
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• How do they plan to pay for Long Term Care?

• Is protecting their estate from Long Term Care important to them?

• If they have a policy, what are the benefits?

• What is the daily benefit?

• Does it have an annual daily benefit increase percentage? If so, what 
percent does it increase?

• Is the premium guaranteed never to go up or can it? Has it ever gone up      
before?

• What does it cover?

• In home care

• Assisted living

• Long Term Care

• Hospice

• Do they own a home?

• How much do they owe, if any?

• If they do owe on the mortgage, how much longer until it’s paid off?

• What is the current value?

• Do they own any other homes, ranches, condos, land, commercial property, 
rentals?

• What is the total value of the above?

• Do they have any other major debt?

• If so, how much?

• What is their current monetary situation?

• How much do they have in Qualified Accounts?

• How much do they have in IRA’s?

• How much in Roth IRA’s?

• How much in current or old 401k’s, 457’s, 403b’s, TSP’s, Defined      
Benefits, Drop Pensions or any other type of employer-sponsored plan?

• How much do they have in Non-Qualified Accounts?

• Brokerage accounts

• CD’s

• Money Market

• Savings

• Checking

• What is their risk tolerance?

• Are they willing to lose all of their money, some of their money, or none of their 
money?
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• What is more important?

• A Plan for Living?

• Is income for the rest of their life a primary concern? Single life or Joint?

• A Plan for Dying?

• Are they just trying to pass the money onto their heirs or estate?

• Would they take less money to live on to pass more on to their heirs?

• Is knowing their surviving spouse will be financially taken care of if they pass 
away first important to them?

• NOTE: This may sound like a harsh question, but it’s not. Many times, a 
client on their second or third marriage keeps their money completely 
separate for some reason. 

• If they do keep their funds together and one spouse answers no... then 
watch out! It can get nasty and cold real fast.

• What type of insurance do they have for their retirement? In other words, what  
products will guarantee they will never run out of income, no matter how long they 
live?

• If possible, would they like a product that could be protected from lawsuits?

• Pensions (backed by an insurance company)

• Annuities

 If you can’t help them or can’t find a solution, then this is the end of the appointment. 
Do not try and force a solution or make one up so that you can make a sale. You need to 
walk away, with or without a sale, knowing you did what’s best for the prospect. 

 You’re not the one who saved their money or planned for their retirement. You are 
there to see if you can find a solution to their current situation. This is why I hate it when a 
lead system, IMO/FMO, or “sales training system” boasts or claims to close 70, 80, or even 
90% of their deals. These claims are greatly exaggerated and inaccurate. It is highly un-
likely that 70% or more of your prospective clients will even have enough funds to invest, 
thereby immediately disqualifying them from your service.  

 Sometimes no matter what, there is no way to help someone. There are circumstanc-
es that have been going on for a decade before you even walked into the picture. NEVER 
get attached to someone else’s money! That’s the reason why agents are in jail, losing their 
licenses, paying heavy fines, giving our industry a bad name, and more importantly doing 
something that is wrong for your prospective client. This is why I call them a prospective 
client. They aren’t a client until you have found a solution, presented it to them, they under-
stand the concept, they understand how it helps them, and they agree to purchase your 
services and products. Follow the process and don’t get ahead of yourself!

4 IF POSSIBLE, FIND A SOLUTION.
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• Find out what products meet the solution best

• How do I pick the best company and product?

• The financial security of the company

• What is the company’s A.M. Best Rating?

• What is the company’s asset-to-surplus ratio?

• Which one has the best benefits for the client’s solution?

• How is the company’s customer service reputation?

• Which company provides the highest dollar benefits?

• Find out if you need to do any advanced income planning (laddering, inflation,      
adjusting). Reach out to our Retirement Realized Team for more information.

• Take your time explaining how you discovered why the solution works and how the 
product solves the problems found in your Fact Finding.

• It’s important to go over the concept, how it works, and the moving parts. Be careful 
not to speak over their head. Use terms that they will be familiar with! If they don’t 
understand something, take the time to explain it until they do.

• If the solution is annuities, break down the components:

• How the Index works

• How the Income Rider works

• Liquidity and Surrender charges

• Any other rider benefits

Make sure the client understands how the solution works and how it will benefit their 
personal situation.

Put together a plan that solves the problem and present it to the prospective client.

5 PLAN & PRESENT.

6 EXPLAIN BENEFITS & HOW IT WORKS.

• If the solution is life insurance:

• What is the face amount?

• What type of policy is it?

• Liquidity and Surrender charges

• What riders are included or available?

• Go over each rider and what it can do for them
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• Be willing to go over everything again in future appointments, if needed. 

• This process can be foreign to them and it’s been said that most people 
will only retain 10-20% of the information in each appointment.

• Compound learning - each time we meet, the retention and understand-
ing sink in a little more until they get it.

• If you’ve gotten this far in the appointment, then it’s okay to get the process started.

• Get out the application(s) and start to fill them out.

• Make sure the application is completed and have the client sign and intial all 
necessary areas. Also, any area where there is a surrender value section or fee 
section, have them intial those areas as well even if it’s not required. We want 
to make sure there are no surprises for our clients, and that they are aware of 
all surrender charges and fees.

• Before you leave, make sure the client has all of your contact information and 
reassure them that if they have any questions to be sure and call you.

If the client fully understands how it works and how it benefits them, move on to the 
process of implementing the solution.

7 IMPLEMENT THE SOLUTION.
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