
SIMPLE CLIENT ONBOARDING

& ONGOING SERVICE

PRESENTED BY: MICHAEL REYNOLDS



• Principal of Elevation Financial 

• Cellist 

• Sushi connoisseur 

• Tennis/pickleball player 

• Marketing/tech nerd 

• Star Trek > Star Wars 

• www.elevationfinancial.com

MICHAEL REYNOLDS

http://www.elevationfinancial.com


elevationfinancial.com/simple

(templates & resources)



• Owned a digital marketing agency for 

23 years, sold it in December 2018 

• Opened March 1, 2019 

• 77 clients 

• $5.5M in AUM 

• 100% virtual (no office) 

• Clientele is “Socially Conscious 

Financial Planning & ESG Investing” 

• Also lots of solo/small business owners 

• No minimums / accessible to all

My Practice



• Run a business that is scalable and efficient 

• Provide great service 

• Minimize wasted tech (and wasted money) 

• Minimize “mental overhead” 

• Nothing falls through the cracks 

• Reduce time spent reinventing the wheel 

• Take on more clients without more overhead

My Goals



• DocuSign 

• AdvicePay 

• Wealthbox 

• RightCapital 

• Altruist 

• Portfolio Visualizer 

• Calendly 

• Google Workspace 

• Docket 

• Jotform 

• Holistiplan

Core Tech Stack







Prospect Becomes a Client



• Start workflow for onboarding in WB 

• Enough detail so I don’t have to think 

• Specific and actionable

Start Onboarding



• Preset template in WB 

• Click on email address to open and send 

• No typing or thinking

Scheduling Email



• Dedicated event for this meeting 

• Includes description for clarity

Calendly Event



• Bulleted item will look like this 

• Here is another 

• Wow bullet points are awesome 

• Nice Bullets make a slide look nice 

• We love bullets 

• Bullets are nice to see

RightCapital Onboarding



• Preset agenda stored as template 

• No typing or creating agendas

Docket for Meetings



• Go through RightCapital together 

• Fill in missing info 

• Update date 

• Ask questions 

• Assign Tasks

“Get Organized” Meeting



• Fill in more data 

• Set up accounts 

• Upload tax return

Workflow Continues



• Open up “One-Page Financial Plan” 

• Work through questions together 

• Complete all sections excerpt Objectives

Goal Setting Meeting



• Simple email with link to online questionnaire 

• Location: elevationfinancial.com/iq 

• Build in-house using JotForm

Investment Questionnaire

http://elevationfinancial.com/iq


• Fill in more data 

• Set up accounts 

• Upload tax return

Workflow Continues



• Keep it simple 

• Google Sheets for maximum scalability

Create IPS



• Review the plan in RightCapital 

• Review IPS 

• Review One-Page Financial Plan 

• Assign implementation items

Plan Review Meeting



Last Step





• Template email with scheduling link 

• Gives preview of what to expect

Beginning of Year Review



• Event is specific to beginning of year review

Specific Calendy Event



• Confirmation page redirects to checklist 

• Host on unique page so that it can be easily 

changed in one place if needed

Deliver Checklist





• Downloadable PDF 

• List of items for client to complete before 

meeting

Pre-meeting Checklist



• Calendly workflows prompt with 

reminders to complete checklist

Calendly Reminders



• Reminder email links to checklist

Reminder Emails



• Agenda for beginning of year items to 

cover

Beginning of Year Review



• Template email with scheduling link 

• Gives preview of what to expect

Mid-Year Review



• Event is specific to mid-year review

Specific Calendy Event



• Confirmation page redirects to checklist 

• Host on unique page so that it can be easily 

changed in one place if needed

Deliver Checklist





• Downloadable PDF 

• List of items for client to complete before 

meeting

Pre-meeting Checklist



• Calendly workflows prompt with 

reminders to complete checklist

Calendly Reminders



• Reminder email links to checklist

Reminder Emails



• Agenda for year-end items to cover

Mid-Year Review



• Template email with scheduling link 

• Gives preview of what to expect

End of Year Review



• Event is specific to end of year review

Specific Calendy Event



• Confirmation page redirects to checklist 

• Host on unique page so that it can be easily 

changed in one place if needed

Deliver Checklist





• Downloadable PDF 

• List of items for client to complete before 

meeting

Pre-meeting Checklist



• Calendly workflows prompt with 

reminders to complete checklist

Calendly Reminders



• Reminder email links to checklist

Reminder Emails



• Agenda for year-end items to cover

End of Year Review



• When decisions and systems are 

decided in advance, mental cycles are 

free to focus on the client. 

• Tight systems lead to extreme 

scalability. 

• Tweak individual pieces to improve 

overall service.

Process = Happy Place



Michael Reynolds - michael@elevationfinancial.com

HAVE QUESTIONS?

mailto:michael@elevationfinancial.com

