FIRST EA INQUIRY FORM

Date: 
________________________

Time: ________________________
Caller’s Name: ___________________________________________________________
Relation to Deceased (if indicated): _________________________________________

Receptionist Response to Mentioning Loved One Passed Away: 
On behalf of Kavesh, Minor & Otis, please accept our condolences. Please be assured that our firm will take care of you. We offer a free consultation to go over the estate plan and assist in the administration process. 

BASIC INFORMATION

1. “What is the name of the person who passed away?” [NOTE: If the caller already said the name, may wish to clarify the spelling and full name of decedent.]
__________________________________________________________________
2. “I’m sorry to have to ask, when did he/she pass away?”

Date of Death: ______________________________________
3. “What is the best phone number for us to reach you?”
Phone #: __________________________________   

Type of #:   ( Mobile   (  Home   (  Work   ( Other: ____________________
Best Time to Call:    ( AM      ( Lunch Hour     ( PM      ( After 5PM     ( Any
Closing:
“Again, I am so sorry for your loss.  Please expect a call back from __________ within the next hour.” [NOTE: Modify if they ask to be called back another time.]

Call received by: ______________________ 

Given to: ___________________________ @ __________________________________
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