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RE TeamRE TeamLeadLead OfficeOffice

Sign up for class

Email Notification to 
office

Thank you sent to 
registrant

Contact?
Confirmation Call
Set Expectations 
and Re-confirm

Send Driving 
Directions, Map, 
and Advisor Info

Advisor Search 
Perform Google 

Searches

Attendees/Leads 
Sign In

Follow Up Call 
Made to Confirm 
Registration ASAP

Contact?
3 Attempts 

Made

Registration Letter 
Mailed

Call Again in 48 
Hours

Yes

No

No

Leave Voicemal
Sign In Sheet 

Confirm all 
registrants are 

checked in

Yes

Class is Held

Email Evaluations to 
retirewell@retirementelevated.com
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Thank you email 
sent to registrant 
at time of sign up.

7 day and 5 day 
Reminders to Tax and 
SS Registrants only.

Day of reminder to all 
active registrants.

Registration List Link 
sent  to Advisor Office
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