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1) Gather Information


   a) If this is a new client to this database:


       i) Gather all goal information from TA


          1) Including original date when goal was created on client’s FRM


   b) go to step 3, unless this update is for a current client.  If so, go to step 2.
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10) Return to step #9 of the process “Data Entry for CLG Progress Report Database”
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Data Entry – Goal Section Only





FAQs:


The Team member Accountable for this process (Relationship Manager) is:


DCS





The Relationship Manager will review & update this process at this frequency:


Quarterly





The date of the next review & update of this process is:


Beginning of Quarter





The Back-up team member accountable for this process (Backup Relationship Manager) is:


TA





Where are the detailed steps to this process?:


- The detailed will be outlined on the pages below (in this document) within 30 days of the start date of the process by RRM within 30 days of start date








DCS – Director of Client Services


TA – Trusted Advisor


Acct – Account


Mgmt – Management


FGA – Future Goal Amount





9) Making Goal_DB edits


   a) If there are corrections to goals that need to be made because the data was entered incorrectly or the goals change (date, amount, etc) then go to the process titled “Data Entry – Making Goal_DB Edits”


   b)  Otherwise go to step 10.
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2) Gather Information (cont)


   c) If for current client, with goals already entered, but they have a new goal or adjustment to a current goal:


       i) Gather all goal information from TA      


   d) go to step 4
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6) (cont.)


   g) Click on a different cell


   h) Click “Just Calculate FGA” Button


   i) If FGA value looks appropriate, click “Calculate & Submit” button, repeat step 6 if there are add’l goals, or if done go to step 7				
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5) (cont.)


   g) Enter anticipated end date of goal


   h) Enter rate of return for Accts, ave Mgmt Fee %, Cap Gains % & Other Tax % (from TA)


   j) Enter yearly amount of cash for this goal


   k) Enter cash value left over at goal end date


   l) Click “Just Calculate FGA” Button


   m) If FGA value looks appropriate, click “Calculate & Submit” button, repeat step 5 if there are add’l goals, or if done go to step 6				DCS





6) “New Goal Section” 


Single Event Goal


   a) Enter priority order goal #1 (1 = highest priority, 2 = next highest, and so on)


   b) In “Goal Order” – enter priority number


   c) Enter name of goal from FRM


   d) Enter date of goal from FRM


   e) Enter inflation rate for goal (ask TA)


   f) Enter the “Single Event Goal” value
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4) “Data Entry” Tab – 


Current Client


   a) Go to the “Enter Client ID” section


       i) Select Client’s ID in pull down


      ii) Select Meeting Date in pull down or type the date into the cell


           1) Enter the new date of the goals 


   b) If goal is Income Stream Goal – go to 5


   c) If goal is Single Event Goal – go to 6
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7) Notice Cumulative Goals and Amounts


   a) Below the “Calculate & Submit Goal to Database” button.


       i) Notice the number of goals that are in the system for the client and what the future value of the goals will cost. 
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5) “New Goal Section” 


Income Stream


   a) Enter priority order goal #1 (1 = highest priority, 2 = next highest, and so on)


   b) In “Goal Order” – enter priority number


   c) Enter name of goal from FRM


   d) Enter date of goal from FRM


   e) Enter inflation rate for goal (ask TA)


   f) Clear the “Single Event Goal” cell
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8) Ensure All Goal Data Entered Correctly


   a) Click on “Edit Goal DB” button


       i) A separate window opens – Goal_DB


   b) Click on “Close” button


   c) Scroll down and across to ensure you entered the correct goal information


   d) If you need to make an edit, go to step 9. Otherwise go to step 10.
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3) “Data Entry” Tab – 


New Client


   a) Go to the “Enter Client ID” section


       i) Select Client’s ID in pull down


      ii) Select Meeting Date in pull down or type the date into the cell


           1) Enter the original date of the goals 


   b) If goal is Income Stream Goal – go to 5


   c) If goal is Single Event Goal – go to 6
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