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HIRING PROCESS CHECKLIST
This system will be used to search, interview and make an offer to a potential employee.
The following checklist and system is compiled assuming all practices are using some type of contact management software.  For optimal effectiveness, we recommend you customize each checklist and system to reflect the actual steps that apply to your software/practice.

DATE: _______________

POSITION: __________________________________

1)
_____
Create job descriptions.
____
(
N/A
(




(Person Responsible)


2)
_____
Hire part-time and temporary help.
____
(
N/A
(




(Person Responsible)


3)
_____
Find Applicants. 
_____
(
N/A
(




(Person Responsible)


4)
_____
Review resumes. 
_____
(
N/A
(




(Person Responsible)


5)
_____
Hold phone interviews.
_____
(
N/A
(




(Person Responsible)


6)
_____ 
Check background and consumer reports.
_____
(
N/A
(




(Person Responsible)


7)
_____
Hold in-person interviews.
_____
(
N/A
(




(Person Responsible)


8)
_____
Test Applicants.
____
(
N/A
(




(Person Responsible)


9)
_____
Make an offer.
____
(
N/A
(
 



(Person Responsible)


10)
_____
Use results-based pay. 
_____
(
N/A
(




(Person Responsible)


11)
_____
Use payroll and benefit services. 
_____
(     N/A
(




(Person Responsible)
HIRING PROCESS

1)
Create JOB DESCRIPTIONS 
1.1) PEAK recommends five job descriptions (Team Leader, Love-Affair Marketing Associate, Associate Wealth Advisor, Director of First Impressions and Operations Associate) for a practice with $2 – 2.5 million in production.  For practices with less production, it will be necessary to combine the job descriptions to create a description for the number of employees in your practice. (For example, if your practice has only one employee, the job descriptions would include responsibilities and activities from all five job description except for those responsibilities and activities which the Advisor will perform.)
 [image: image1.png]T Job Descriptions. doc - Microsoft Word HEE)

PEle Ede Uew Inet Fomat ook Table GoldMine Window el Type 3 question for help v | X

BT ETE TN A Y 1) W EET R

te + Bold, Ur - 18 | 7

[Team Leader Job Description

Description - The Team Leader plays a crucial role in the smooth fanctioning of the office. With overall
responsibility for the office, the Team Leader must be able to work effzctively with other staff members,
clients, and the Wealth Advisor(s),
Responsibilities & Activities:
+ Handles compliance issues

> Maintains compliance mamual
> Oversees audis
> Advertising approval

+ Handles trading issues

> Placing trades, rebalancing accounts
> Reviewing confirms
> Sending prospectuses and switch letters

+ Handles training and continving education
+ Handles new business

> Meets with clients and start new clent forms processing
> Follows up with clients as needed to make sure all paperwork s processed

+ Handles commission processing
> Reviews commission statements to ensure accuracy
* Coordinates daily Team Meeting

> Sets agenda
> Disseminates minutes, resuling tasks, and timelines for completion

+ Supervises staff (except Assaciate Wealth Advisor)
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
1.2) An additional position many practices hire is a Wealth Plan Design Specialist who assumes many of the functions necessary to provide comprehensive financial planning to Clients.
1.3) 
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Wealth Plan Design Specialist

Description - The Wealth Plan Design Specialist is an integral part of the organization
responsible for the creation and maintenance of the Comprehensive Financial Plans for
the firm's clients

Responsibilities & Activities:

Demonstrate the Wealth Plan software to potential clients
Prepare and mail introduction packages with an engagement letter, document
request, and Wealth Questionnaire

Enter client information into Comprehensive Financial Planning Software
Tnteract and correspond with clients on documentation and website issues
Assist clients in aggregating their accounts into the system

Generate Wealth Plans

Create power point presentations summarizing the Wealth Plans for client
meetings

Provide annual reviews

Manage clients’ websites and take action to clear any aggregation issues
Provide weekly updates on the status of the Wealth Planning process

Develops and maintains written systems of all their activities
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
2)

Hire PART-TIME & Temporary HELP
2.1)
Hiring a student worker or other part-time worker is a great way to free up more staff time.  College or high school students can make excellent part-time help.  

2.2)
Even 10 hours per week can make a BIG difference to your team.  If you hire a student worker, you need to be prepared to work around the student’s schedule.  Also, do not assign any long-term projects due to turnover.  Appropriate duties would include the following:

· Filing
· Collate, staple and file statements
· Type file labels for new clients
· Help with mailings
· Copies

· Faxes

· Run errands


2.3)
If the individual who usually answers the phones is absent, it is worth the money and minimum of training time to hire a temporary employee for the duration of the absence.

3)
Find Applicants

3.1)
Place classified ad on internet job search sites.

3.1.1) www.monster.com – nationwide audience.
3.1.2) www.careerbuilder.com – nationwide audience.
3.1.3) Locate a local job search site (eg. Omaha’s is www.careerlink.com.)

3.1.4) Sample job postings. 
Note: Some job titles have been changed to reflect titles more widely common to the public. For example, Director of First Impressions is advertised as Receptionist.
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Local financial planning firm secking hands-on, experienced operations Team Leader.
Handle compliance, trading, commission processing, & staff supervision. Requires
excellent knowledge of securities rules & regulations, NASD Series 7.8 24, client
service mentality, and aftention to details, Base plus incentive bonus, Email resume to

Client Service Associate:

Local financial planning firm seeking professional, caring, & ereative Client Service
Associate, Coordinate client events, newsletter, website, & keeping our clients happy.
Requires excellent interpersonal skills, exfracrdinary client service atiitude, & zenuine
interest in people, Base plus incentive bonus, Email resume to v
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
3.2)
Place classified ad in newspaper.  Carson Wealth has not found this to be an effective way to search for employees.  Using the internet also allows you to see if the Applicant has basic computer skills.
3.3) Word of mouth – make it known to friends, co-workers and family who you are looking for.

3.4) Contact CFP professors in your area for exceptional students who are or have completed the CFP program.

3.5) Where to look for an Associate Wealth Advisor or a Wealth Plan Design Specialist.

· You may wish to look for an individual who has obtained a degree from a CFP Board-Registered College or University. To find a college or university in your area, view the following link and enter your state in Option 1 (www.cfp.net/become/programs.asp). Many colleges and universities offer a free listing of your job posting. View the following links to view the websites for a university in Texas and one in New York that offer this free service to recruiters. (www.depts.ttu.edu/pfp/jobbank.htm ; www.bnet.fordham.edu/careers/job.htm). 

· Contact your local Financial Planning Association chapter and let them know you have a job available. They may have a newsletter that you can advertise in or they may allow you to attend a meeting and make an announcement. View the following link http://www.fpanet.org/member/chapters/local_chapters/find.cfm to find an FPA chapter in your area. 

· Hire a headhunter that specializes in our industry. One option is www.brokeragejobs.com.

· Advisors who may not be cut out for this business on their own because they aren't good at Client acquisition may make wonderful Associate Wealth Advisors or Wealth Plan Design Specialists. These individuals have their licenses, may have received great training from other firms, and can bring new ideas to your practice plus appreciate the importance of Client acquisition. Keep your eyes and ears open to find these individuals.

· Look within your own office for those who possess great customer service towards your existing Clients. 
4)

REVIEW RESUMES

4.1)
Grammar, punctuation and spelling are very important in the Applicant’s resume and cover letter.  Especially in positions that require a high-level of attention to detail.

4.2) Items to consider?

· Does the Applicant meet your minimum requirements?
· If the Applicant has supplied a salary requirement, does it fall within the range for the position?
· If quality Applicants are identified but don’t meet the requirements of a current opening, create a file of resumes for future reference.

4.3) Add Applicants you wish to interview in your contact management system.


4.4)
Enter as much information obtained in the resume and cover letter as possible.  

5)
Hold pHONE iNTERVIEWS
5.1) Schedule a call with the Applicant(s) you wish to learn more about.

5.2) Mark the date and time of the call on your calendar.
5.3) Hold the phone interview.

5.3.1) Phone appointments should not exceed 10 minutes.  

5.3.2) Questions to ask. 

· What are your long-term career goals?

· Tell me about your work experience.

· What motivates you?

· How do you define success?

· What achievements are you most proud of and why?

· What don’t you like about your current (or most recent) job?

· What prompted you to apply for this position?

5.4) Schedule a follow-up call if you see a potential fill for the position.

5.5) Once the phone interview has been completed, make notes of your impressions and complete the call on your calendar.  
6)
check Background and Credit REPORTS 

6.1) When the Applicant first arrives for the in-person interview, ask them to complete an Employment Application and an Authorization Form for Consumer Reports.

6.1.1) Employment Application.

Note:  An employment application has not been provided due to the differences in legal requirements of each state.

· Employment Applications can be purchased at www.uslegalforms.com for each state. 

· Another option is to search the internet using a power search such as www.google.com using the search criteria of {Your state} employment applications.  This method may allow you to download an employment application legal in your state for free.

6.1.2) Authorization Form for Consumer Reports.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
NOTE:  This document is provided as a guideline.  For legal purposes, this document should be reviewed by the individual Advisor’s legal counsel to ensure it complies with the laws for the state in which you reside.  PEAK does not provide legal advice and is not responsible for any legal actions incurred as a result of using this document.
6.2) Credit reports and background checks do not need to be performed until you have made your final decision on who to hire.

6.3) There are many websites available to assist with the verification process of Applicants.  Some of the areas you can check are:

· Identity verification by SS or Name

· Public record search

· Credit report

· Criminal history searches

· Employment verification

· Education verification

· Reference checks

· and others


One website we have used is www.backgroundsonline.com.
7)

hold iN-PERSON INTERVIEWS
7.1) Interview questions & Associate Wealth Advisor interview questions.
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Wihat do you know about our organization?

1f you were in my place, what would you look for in the person filling this
position?

Describe how you spent a typical day in your previous (current) position?
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B them?
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
7.2)
Involve the staff in the interview process.  This can take place either in the first interview or subsequent interviews.  They should choose questions from above that do not correspond with questions already asked.

7.2.1) To assist the staff in evaluating the Applicants, the following form may be used to collect independent feedback.
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Applicant Evaluation Ranking: Applicant Name:

Importance Rating
(list high, med, low)

Communication Skills Average
General Appearance Average
Enthusiasm/Interest Average
Special Skills Average
Confidence/Demeanor Average
Ambition/Motivation Average
Goals Average
Technical Background Average
Areas to speculate:

Future “Fit” with the Company Average
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.

7.3)
Things to watch for during the in-person interview.

· Attitude

· Promptness

· Eye contact

· Handshake

· Posture

· Body language

· Appearance and manners
· Presence and poise

· Speech pattern

· Relevance of questions

· Confidence

· Professionalism

· Taking responsibility for actions

7.4) Once the interview is finished, complete the Appointment on your calendar.

8)

TEST APPLICANTS 

8.1) Common Sense Test - Client Service Aptitude.
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Client calls and requests some inforrmation to take to her accountant. Histher meeting is in three
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
8.2) Paragraph question – Writing Skills.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
8.3)
Kolbe A Test – Instinctive Method of Operation.
“IQ tests tell you what you can do. Personality tests tell you what you want to do... the Kolbe A index measures what you WILL or WON'T do.”  

   www.kolbe.com
The tests measures ones willingness to perform tasks according to 4 factors; fact finder, follow thru, quick start and implementer.  There are no right or wrong answers!
Fact Finder – the pragmatist, prober, arbitrator, practitioner, researcher, judge or realist.

Follow Thru – the planner, designer, programmer, theorist, systemetizer, or pattern maker.

Quick Start – the catalyst, generalist, innovator, entrepreneur, promoter or impressionist.

Implementer – the manufacturer, molder, builder, handcrafter, weaver, agriculturist or handler.

See www.kolbe.com for the on-line test and more information.

8.4) Cognitive Ability

8.4.1)  Wonderlic Test - This is a test similar to an IQ test that evaluates basic math and verbal skills.  See www.wonderlic.com for information for more information.
9)

MAKe OFFER
9.1) Determine the salary and bonus that will be the compensation for the position as well as the start date.

Note: If you are unsure how to set up a bonus structure, see the next step in this section titled Use Results Based Pay.

9.1.1) Use www.salary.com to view salary ranges plus bonuses in your area.  Some of the salary.com titles to use to compare to these job descriptions are as follows:

· Operations Department Manager I = Team Leader
· Dividend Clerk = Operations Associate
· Receptionist  = Director of First Impressions
A couple other job titles to consider for a single employee office are as follows:

· Financial Retail Sales Assistant – Non-Registered – Sales Assistant 

· Financial Retail Sales Assistant I – Registered Sales Assistant

· Financial Retail Sales Assistant III – Senior Registered Sales Assistant

9.2) Send an Offer Letter.
Offer Letter

 [image: image10.png]GoldMine  window

August 16, 2005

Rich Sample
7777 Lake Rd
Omaha, NE 68116

Dear Rich,

We are all very impressed with your skills and experience and we would like to offer youa
position with [Insert company name] as a [nsert position name.] This is a full-time position
with traditional working hours

[Tnsert company name] offers health benefits through [nsert name of Insurance coverage] and a
401(k) plan with up to a 6% company match (one year waiting period). We also recognize seven
paid holidays and paid personal time off.

The compensation is as follows

Base salary of

An annval bonus of (paid quarterly) based on meeting agreed upon quarterly

goals. You will become eligible for this bonus beginning with the calendar quarter that starts
(typically this is about six months from the candidate’s projected start date.)

We would like you to start (date).

[Tnsert candidate’s name,] we hope you'll accept our offer and I know you'l enjoy working here.
There are tremendous opportunities that await you. You can reach me af [Insert phone number]

and T look forward to hearing from you soon.





Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
9.3) Once the offer has been accepted, print the New Employee Checklist.



[image: image11.png]Z) New Employee Checklist. dot

Ble Edt Vew
DEEHIS

 Finsl howing Markup

W

Insert Fomat Toos Table Goldine Window telp

| % £] 9 | 91 100% - [i Heting1+ 14 TimesHew Roman - 14

sgen WA B W AW

Type a question for help
m- ¥

x

NEW EMPLOYFE CHECKLIST

This system will be wsed when a new employee is hired.

Employee Name

Start Date
BEFORE NEW EMPLOYEE’S START DATE

n Order a new computer.

2 Set-up the new phone.

Add Nebwork logan name.

Seteup PC wotkstation.

Seteup o-mail address.

Add phone extension to appropriate group mailbox.

o WA
(Person Responsible)

o WA
(Person Responsible)

o WA
(Person Responsible)

o WA
(Person Responsible)

o WA
(Person Responsible)
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
10)
use RESULTS-BASED PAY
10.1) Results-based pay is defined as a broad-based pay structure that incorporates several goals.  It is not a bonus based on production.
10.2) The bonus ranges from 25 – 40% of base salary.  For example if the base pay is $30,000, the bonus for the year would range from $7500 - $12,000.

10.3) The bonus is paid to the employee on a quarterly basis.

10.4) Goals are set before the quarter starts by the Advisor or the Team Leader with suggestions for goals provided by the employee.
10.5) The goals should be based on the assumption that there is a 50% chance of completion.  In other words, the goals should not be too easy or too hard.  There will be times that goals will not be met.

10.6) Examples of items to use for results-based pay quarterly goals.

Team Goals

· 9 or higher on Annual Survey scores

· 6 Random Acts of Kindness

· Using The 6 Most Important each day

· 1 Creative Idea (increases productivity or saves $500)

· Memorized mission statement

· Read “Tested in the Trenches” by Ron Carson & Steve Sanduski

· Read business related book 

Individual Goals

· Receive 90% of Client e-mail addresses

· Rewrite each section in PEAK’s Systems Manual

· Segment clients in contact management system

· Host first Client appreciation event

· Call A Clients quarterly

· Reorganize filing system

· No more than 3 trading errors

· Research different contact management system and propose changes

· Pass Series 7 or other licenses

· Create system to track licensing and continuing education requirements

· Schedule at least 3 update appointments per week

· Send Introducing Market Commentary letter

· 5 or fewer errors on all letters given to Advisor to edit for the quarter
· Prepare agendas and create minutes for weekly meetings

· Create Newsletter
· Implement new system using contact management system functionality
· Reorganize supply area (new account applications, Prospectuses & outside vendor applications)

· Send Extensive Personal Questionnaire to Clients
· Find newspaper article to send to Clients & Prospects

10.7) How to track?
Results-Based Pay Tracker
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
11)
use Payroll and benefit services
11.1) Payroll Services.

11.2) Payroll & Benefit Services

If you are an independent Advisor, benefits are a concern that can consume a large amount of your profits.  There are companies that provide not only payroll services but also benefit packages as well as tracking of paid time off for each employee.  One company is National Professional Employer Organization and more information can be obtained at www.nationalpeo.com.  Using a staff leasing company can also incorporate all these services.  One of the companies that our members have used with success is Kelly Staff Leasing and if you have a staff of 5 or more you can obtain more information at www.kellystaffleasing.com.  

NEW EMPLOYEE CHECKLIST

This system will be used when a new employee is hired.

The following checklist and system is compiled assuming all practices are using some type of contact management software.  For optimal effectiveness, we recommend you customize each checklist and system to reflect the actual steps that apply to your software/practice.

Employee Name: __________________________________________________________

Start Date: ____________________

ONCE THE PERSON IS HIRED

1)
_____
Order a new computer.
____
(
N/A
(




(Person Responsible)


2)
_____
Set-up the new phone.
____
(
N/A
(




(Person Responsible)


3)
_____
Add Network logon name.
____
(
N/A
(




(Person Responsible)


4)
_____
Set-up PC workstation. 
_____
(
N/A
(




(Person Responsible)


5)
_____
Set-up e-mail address. 
_____
(
N/A
(




(Person Responsible)


6)
_____
Add phone extension to appropriate group mailbox.
____
(
N/A
(




(Person Responsible)


7)
_____
Inform Director of First Impressions of new  
_____
(
N/A
(



phone extension.
(Person Responsible)


8)
_____
Add to e-mail list. 
_____
(
N/A
(




(Person Responsible)


9)
_____
Create an auto signature.
____
(
N/A
(




(Person Responsible)


10)
_____
Add to appropriate e-mail distribution list.
____
(
N/A
(




(Person Responsible)


11)
_____
Add all upcoming Client and company events on calendar.
____
(
N/A
(




(Person Responsible)


12)
_____
Add to BranchNet subscription. 
_____
(
N/A
(




(Person Responsible)
ON THE FIRST DAY OF WORK


13)
_____
Introduce to Team and give tour of the office. 
_____
(
N/A
(




(Person Responsible)


14)
_____
Present new employee packet with insurance information
____
(
N/A
(



and sign Employee Acknowledgement.
(Person Responsible)


15)
_____
Sign Barge in Letter. 
_____
(
N/A
(




(Person Responsible)


16)
_____
Complete payroll documents. 
_____
(
N/A
(




(Person Responsible)

17)
_____
Sign Confidentiality Agreement.
____
(
N/A
(




(Person Responsible)


18)
_____
Complete I-9 form and W-4 form.
____
(
N/A
(




(Person Responsible)


19)
_____
Set-up long distance code.
____
(
N/A
(




(Person Responsible)


20)
_____
Update employee phone directory. 
_____
(
N/A
(




(Person Responsible)


21)
_____
Discuss 401(k) and Health benefits. 
_____
(
N/A
(




(Person Responsible)


22)
_____
Provide coaching material CD’s and Systems Manual.
____
(
N/A
(




(Person Responsible)


23)
_____
Train on phone system. 
_____
(
N/A
(




(Person Responsible)


24)
_____
Train on copier & fax machine. 
_____
(
N/A
(




(Person Responsible)


25)
_____
Train on contact management system and BranchNet. 
_____
(
N/A
(




(Person Responsible)


26)
_____
Assign security key.
____
(
N/A
(




(Person Responsible)


27)
_____
Read office copy of “Raving Fans.”
____
(
N/A
(




(Person Responsible)

28)
_____
Contact payroll service to add new employee (if applicable.)
____
(
N/A
(




(Person Responsible)


29)
_____
Associate Wealth Advisors only:



​​_____  Add to Broker Dealer software subscriptions.
        ____
(
N/A
(




(Person Responsible)




_____  Train on planning software and other software used. 
        ____
(
N/A
(




(Person Responsible)




_____   Add to copier cover sheet list.
____
(
N/A
(




(Person Responsible)



_____  Sign Non-Compete Representative Agreement.
____
(
N/A
(




(Person Responsible)




_____  Sign Minimum Account Agreement.
____
(
N/A
(




(Person Responsible)

TWO WEEKS AFTER HIRE DATE


30)
_____
Update phone directory list on message system. 
_____
(
N/A
(




(Person Responsible)


31)
_____
Order name tag.
_____
(
N/A
(




(Person Responsible)


32)
_____
Add to building directory.
_____
(
N/A
(




(Person Responsible)


33)
_____
Order business cards.
_____
(
N/A
(




(Person Responsible)


34)
_____
Order name plaque for door or cube.
_____
(
N/A
(




(Person Responsible)


35)
_____
Add bio to website. 
_____
(
N/A
(




(Person Responsible)


36)
_____
Add information to Newsletter. 
_____
(
N/A
(




(Person Responsible)


37)
_____
Update Welcome Packet letter.
_____
(
N/A
(




(Person Responsible)

38)
_____
Submit health insurance paperwork.
____
(
N/A
(




(Person Responsible)

NEW EMPLOYEE


No systems have been written for some of these processes since they are so different for each office due to differences in phone, computer and e-mail systems.  These are the steps followed by Carson Wealth Management Group.
ONCE THE PERSON IS HIRED:
1)
Order a new computer
2)

Set up the new phone
3)
Add Network logon name
4)

Set up PC workstation
5)

Set up e-mail address
6)

Add phone extension to appropriate group Mailbox
7)

Inform Director of First Impressions of new phone extension
8)

add to e-mail list
9)

Create an auto signature
10)
add to appropriate e-mail distribution list
11)
add all upcoming Client and company events on calendar
12)
Add to BranchNet subscription
ON THE FIRST DAY OF WORK:

13)
Introduce to Team and give tour of the office
14)
present New employee packet with insurance information and sign employee acknowledgement
14.1)
Employee should be given the Employee Handbook which includes an Employee Acknowledgement page that should be signed and maintained in the employee’s file.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
15)
Sign Barge in Letter
15.1) If your phone system allows for the possibility to “Barge in” to calls to ensure quality assurance, the employee should sign the Barge in Information letter.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
16)
Complete payroll documents
17)
Sign Confidentiality Agreement
17.1)
All employees should sign a Confidentiality Agreement due to the sensitive nature of the information that client’s provide to their Advisor’s.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.

NOTE:  This document is provided as a guideline.  For legal purposes, this document should be reviewed by the individual Advisor’s legal counsel.  PEAK does not provide legal advice and is not responsible for any legal actions incurred as a result of using this document.
18)
Complete I-9 form and W-4 form
18.1)
To locate federal tax forms, you may go to www.irs.gov. 


19)
Set up long distance code
20)
Update employee phone directory 
21)
Discuss 401(k) and Health Benfits
22)
Provide coaching material CD’s and Systems Manual
22.1)
A copy of the systems pertinent to the position the new employee is being hired for should be given to the new employee.  If you do not yet have a written systems manual for your practice, print PEAK’s Systems Manual by signing into the member’s only website at www.joinpeak.com and clicking on Executing the Action Plan | TNT #3.

23)
Train on phone system
24)
Train on copier & fax machine 
25)
Train on contact management system and BranchNet
25.1)
If you are using the Breaking Away™ software and are receiving support from PEAK, please see the member’s only website at www.joinpeak.com and click on Breaking Away |  Training Vignettes.

26)
Assign security key
27)
Read office copy of “Raving Fans”
28)
contact payroll service to add new employee (if applicable)
29)
Associate Wealth Advisors only
29.1) Add to Broker Dealer subscriptions.

29.2) Train on planning software and other software used.

29.3) Add to copier cover sheet list.
29.4) Sign Non-Compete Representative Agreement.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
NOTE:  This document is provided as a guideline.  For legal purposes, this document should be reviewed by the individual Advisor’s legal counsel.  PEAK does not provide legal advice and is not responsible for any legal actions incurred as a result of using this document.
29.5) Sign Minimum Account Agreement

29.5.1)
The minimum portfolio size of investable dollars by a new Client is $100,000. 
29.5.2)
Advisor’s choosing to open accounts below this minimum, will be subject to $250 fee associated with each account that does not meet the minimum investable dollar criteria.  The fee(s) will be assessed at the end of each year.

29.5.3)
Each Advisor is required to sign the Minimum Account Agreement Form.
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Minimum Account Agreement

The minirmurn portfolio size of investable dollars by a new client is $100,000.

N There will be no exceptions

At the end of each year, a report will be run to determine the accounts managed by each
o consultant to deterrhine if any new accourts full into this category. The consultant will be fined
$250 per account, PER YEAR!

At the time of implementing this procedure, each advisor will authorize the Minimumn New
Account form and a copy will be filed in their respective employment files

MINIMUM ACCOUNT AGREEMENT FORM

T have been informed of the rminimum account requirement level and understand that at the end
of each year, my accouts will be reviewed and I may be assessed a $250 fee associated with
each account that does not meet the rinitmurm iny estable dollar criteria

Wealth Advisor Date
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
TWO WEEKS AFTER HIRE:
30)
Update phone directory list on message system
31)
Order name tag
32)
Add to building directory
33)
Order business cards
33.1) Business card format.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
34)
Order name plaque for door or cube
35)
Add Bio to website
35.1) A short biography is located on www.carsonwealth.com for each employee.  They are located under “Our Team” and then under there group description (Wealth Advisor, Team Members or Enhanced Services.)
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36)
Add information to Newsletter
36.1) In the Carson Wealth Management Group newsletter, we have a section entitled “Personal Notes From…” which would need to include any new employee added.

36.2) Copies of previous Carson Wealth Newsletters can be found at www.joinpeak.com.  Once signed into the members only section of the website, go to Executing the Action Plan | TNT #3 | CWMG Client Communications.
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RON CARSON

Wellthe end of 2004 was very busy
for the Carson family. Many of you prob
ably know and/or waichedl on TV, as
(Chelsic and her trarmmates from Elkborn
won the Siate Vollyball Charmpionship,
Vom0 very prond of Chelsie fo the
et job she i, and aum sull grinning
from car to car Im sl very proue of
Maddy for qualifying for the Elte
Vollyball tesm. As for Grant, he has
e working very har and now has his
7t belt n T Kysan Do - wellon i way
1o bring s Grandmaster. AlloughJesnie:
s bren very busy with the ki’ st
e, Jearie and | recently had the oppar
ity 1o visi Nopa Valley with some
gorel rens who are in the vine bust
fes, While there, we were able 10 take
an ot trads” wine tour tht we thar
onghly enjoyec. Best ishes for a pros.
perons 200 and 1 logk forward to sevine
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RHONDA CORLISS

Noww thal winte s pon s, L am et
ing down the days until suwmer. Why
docs it seem your most. favorike sesn
ahays goes by the fstest? Now that soc
coris over, Ashy has moved rght into
playing backetball, My baby Branden i
ot s0 litle any more, he burmed 2 last
Scpternber, rarwden s learing 0 many
neve words and is st sbont a big s i
older brother Cameryn, who turee 4 in
Augus.

"y job responsbilies have changed.
1 have moved into our Client. Services
ara as @ New Business Coordinator
where 1 process paperwork for invest
mentchange of new and exising client
portfolios. ook forward t asisting you
in aryway pessblein mmy new capacity a
Carson Weskh Management Group.

MICHELE SCHRECK

Abhough one of my siters arud her
farmily from Texas were ot able 1o join
1, the holidays were 3 ot of fun, We'ne
inthe process of making plans for a sk
t5p o Colorado in March. o, I'm rally
laotking forward i that and hpe 1o have
lots of good soris when | retum, est
wishes o the nevw year,

STEVE WILBUR

2001 was a busy year! Sava and |
decided 1o gt a dog, his name is
Murphy. ! haven' had a g since el
at home 8 yvars ag and altbough I'm
glad 1o have bim, 1 obvions the s
bate him! We take bim 1o play time at
the Humane Socicty’s old buikling on
Sunday’s and it i great for everyone
invelved, We arc sl taking him 1o obe.
dience schucl, | am sorry o say, he is
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37)
Update Welcome Packet Letter
37.1) This letter is part of the New Client Packet and is found in the New Client Section of this Systems Manual.

37.2) Make corrections to the document by adding the new employees name, title, phone number and main job responsibilities.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
38)
submit health insurance paperwork
EMPLOYEE RETENTION CHECKLIST
This system will be used to review employee satisfaction, peer review and performance reviews.
The following checklist and system is compiled assuming all practices are using some type of contact management software.  For optimal effectiveness, we recommend you customize each checklist and system to reflect the actual steps that apply to your software/practice.

Employee Name:_____________________________________  Hire Date:_________


1)
_____
Print Employee Satisfaction and 360 Survey.
____
(
N/A
(




(Person Responsible)


2)
_____
Print Employee Performance Appraisal.
____
(
N/A
(




(Person Responsible)

EMPLOYEE RETENTION

1)
EMPLOYEE SATISFACTION and 360 SURVEY 

1.1) Quarterly administration of the Employee Satisfaction and 360 Survey is recommended to help identify issues early.

Employee Satisfaction and 360 Survey
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2)

print EMPLOYEE PERFORMANCE APPRAISAL
2.1)
An individual employee valuation is recommended at least annually.  The following Employee Performance Appraisal form allows for an employee’s self appraisal and a supervisor’s appraisal.
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EMPLOYEE TERMINATION CHECKLIST

This system will be used for exit interviews and removing a terminated employee.
The following checklist and system is compiled assuming all practices are using some type of contact management software.  For optimal effectiveness, we recommend you customize each checklist and system to reflect the actual steps that apply to your software/practice.

Employee Name: _________________________________________ Term Date: ___________

1)
_____
Hold exit interview and obtain the following:
____
(
N/A
(



___   Coaching materials (eg. Systems Manual.)
(Person Responsible)




___   Security key.




___   Name tag.


2)
_____
Forward phone to another team member.
____
(
N/A
(




(Person Responsible)


3)
_____
Remove Network logon name.
____
(
N/A
(




(Person Responsible)


4)
_____
Redirect e-mail to another team member.
____
(
N/A
(




(Person Responsible)


5)
_____
Remove phone extension from group mailbox. 
_____
(
N/A
(




(Person Responsible)


6)
_____
Remove e-mail from distribution lists. 
_____
(
N/A
(




(Person Responsible)


7)
_____
Move calendar items to another team member.
____
(
N/A
(




(Person Responsible)


8)
_____
Remove BranchNet Subscription.  
_____
(
N/A
(




(Person Responsible)


9)
_____
Remove from employee phone directory.  
_____
(
N/A
(




(Person Responsible)


10)
_____
Re-code security key. 
_____
(
N/A
(




(Person Responsible)


11)
_____
Remove from payroll services.
____
(
N/A
(




(Person Responsible)


12)
_____
Remove from copier cover sheet list.
____
(
N/A
(




(Person Responsible)


13)
_____
Remove from phone directory list on message system.
_____
(     N/A
(




(Person Responsible)


14)
_____
Remove bio from website. 
_____
(
N/A
(




(Person Responsible)


15)
_____
Remove from Newsletter. 
_____
(
N/A
(




(Person Responsible)


16)
_____
Remove from Welcome Packet letter. 
_____
(
N/A
(




(Person Responsible)


17)
_____
Notify health insurance company of termination. 
_____
(
N/A
(




(Person Responsible)


18)
_____
If licensed, notify Broker Dealer of termination. 
_____
(
N/A
(




(Person Responsible)

EMPLOYEE TERMINATION


No systems have been written for some of these processes since they are so different for each office due to differences in phone, computer and e-mail systems.  These are the steps followed by Carson Wealth Management Group.
1)
Hold exit interview
1.1) Administer an exit interview on the Employee’s last day.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
1.2)
Receive from terminated employee the following:

· Coaching materials (eg. Systems Manual.)

· Security key.

· Name tag.

2)
Forward phone to another team member
3)
remove network logon name
4)
redirect e-mail to another team member
5)
remove phone extension from group mailbox
6)
remove e-mail from distribution list
7)
move calendar items to another team member
8)
remove branchnet subscription
9)
remove from employee phone directory
10)
re-code security key
11)
remove from payroll services
12)
remove from copier cover sheet list
13)
remove from phone directory list on message system
14)
Remove Bio from Website
15)
Remove from Newsletter
15.1) In the newsletter, if there is a section entitled “Personal Notes From…” which should not include any former employees.

16)
remove from Welcome packet letter
16.1) This letter is part of the New Client Packet and is found in the New Client Section of this Systems Manual.

16.2) Make corrections to the document by removing the employee’s name, title, phone number and main job responsibilities.
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Note:  To view the entire letters(s) or form(s), please refer to the Table of Contents in the Forms (FR) section of this Systems Manual.
17)
notify health insurance company of termination
18)
if licensed, notify Broker Dealer of termination
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