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Financial Consultant Event Management Roles & Expectations  
Please review and acknowledge the terms outlined below.  

Pre-Event Coordination  

 
 
 
 
 
 

 
 

Day-of Event Coordination 

 

Post-Event Action Items 

 
 

Additional questions? Please email: mss_partnerprograms@wealthenhancement.com  

Submit Event 
Request 

Minimum 5-8 weeks 
prior to event date

Send invitations to 
ideal client segment

4-6 weeks prior to 
event

If necessary, 
request a pre-event 
meeting with Wealth 

Enhancement to 
review questions 

and details

Send registered 
attendees save-the-
date reminder with 

event details

1-2 weeks prior to 
event

Submit final RSVP 
number by the 

provided due date 

Usually 3-7 days prior to 
event

Provide final attendee 
list and key client 

information to your 
RVP prior to the event

Request a brief prep call 
to review, if needed

Communicate final 
reminder to all 

registered attendees 

1-2 days prior to event

1-2 Days

Call attendees to discuss the 
event, answer any questions, and 

confirm next steps 

Tip: Reference event survey 
responses to personalize your 

follow-up

2-3 Days

Send follow-up emails to each 
attendee

Tip: Consider sending a 
handwritten "Thank You" note for a 

personal touch 

4-5 Days

Update the RVP on progress and 
outcomes from all post-event 

activities

Tip: Schedule a post-event recap 
meeting with your RVP in advance

Arrive at least 
30 minutes

prior to clients

Kick off event with 
a brief welcome & 

partnership 
introduction 

Engage with 
attendees 

during the event 

Remain on site 
until all invited 
clients depart 


