

FIRST EA CHECKLIST


· GATHER BASIC INFORMATION
Name of Decedent:   _____________________________________________



Date of Death:   _________________________________________________

Name of Trustee:  _______________________________________________
Trustee Phone #:  _______________________________________________

Type of #:    Mobile     Home     Work    Other: ______________

Best Time to Call:    AM      Lunch Hour      PM      After 5PM       Any

Address of Trustee: 
___________________________________________

___________________________________________

___________________________________________

Trustee Email: ____________________________________________


· SCHEDULE FIRST MEETING
DAY: _____________________ DATE: _______________ TIME: _____________

Attorney: ______________________________ In-Person    Zoom    Phone
· UPDATE DATABASE

· EA Status

· Trustee’s Contact Information (phone, e-mail)

· DRAFT & SEND APPOINTMENT CONFIRMATION LETTER
DATE SENT: ______________________
· SEND SYMPATHY CARD
DATE SENT: ______________________
· DOWNLOAD EP DOCUMENTS
· Make sure the most recent documents, all amendments

· NOTIFY MARKETING DEPARTMENT TO REMOVE DECEDENT FROM LISTS
· Direct mail lists and e-mail list
· IF MUTUAL CLIENT – NOTIFICATION OF DEATH SENT TO AFFILIATED FINANCIAL ADVISORS

IF FIRST MEETING NOT SCHEDULED

· SEND FREE CONSULT LETTER – DATE SENT: ____________________________

· CALENDAR 2-WEEK FOLLOW-UP CALL – FOLLOW-UP DATE: ________________
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