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Congratulations! 

You’ve worked really hard and have successfully brought on a new client 
to your agency. However, your work and effort should not stop there.

Communication is incredibly important to your clients. In fact, one study 
found that of the clients who left their insurance agency, over 80% cited 
“lack of communication” as the reasoning. So, start off this new phase in 
your partnership right with timely and purposeful communication.

To help you be the most successful, it would be beneficial for you to 
have an agency management system (AMS) like AgencyBloc in place. 
The AMS you use must have workflow automation capabilities to help 
you be the most efficient with your client onboarding process. In 
AgencyBloc, we call this feature Automated Workflow.

Automated Workflow helps you stay on top of your tasks and to-dos 
by understanding when tasks should be assigned or emails should be 
sent based on triggers and scenarios you’ve already determined.

Automation is like your assistant that helps you stay on top of your busi-
ness, helps you work toward your goals, and gives you the tools to pro-
vide impeccable customer service.
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Step 1 | Make sure the information is in your AMS
 
Although their information should already be close at hand from when they were 
a prospect, you’ll want to double check to make sure all of their information is in 
your AMS and that it’s correct!

Step 2 | Set up “policy submitted” workflow
 
Remember, your clients and prospects like consistent and transparent communi-
cation. Keep your new client abreast of all the happenings with their policy with a 
workflow that keeps them up to date. 

For this workflow, set it up based on when you enter the policy app submit date 
in your AMS. Then, when you enter in a date, your AMS can send out notifications 
to both you and the new client. Your alert can be either a task or an email while 
your client will receive an email.

Step 3 | Set up “policy pending” workflow
 
Let your new client know the updated status of their policy by alerting them that 
it’s pending. This will help them feel more comfortable with the process and may 
save you a couple of calls from them asking for that very update.

For this workflow, set it up based on the policy’s status being marked pending. 
The same notifications can be sent (email/task to you and an email to the client) 
but with different verbiage to alert them that the policy has been upgraded from
submitted to pending.
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Step 4 | Set up “policy active” workflow
 
This is the most important step and the one your clients will be most anxious to 
hear about. 

For this workflow, set it up based on the policy’s status being marked active. The 
same notifications can be sent (email/task to you and email to the client) but the 
message should include much, much more. This particular alert should inform the 
client of the status change and that you’ll be following up shortly with a second 
email with more policy-related information. That way they know what to expect 
and when so they can be prepared.

Step 5 | Set up “new client” workflow
 
Welcome them in since they’re now officially a client!

For this workflow, set it up based on the individual’s status being marked client. 
Your AMS can then send out an email to the client welcoming them and an email/
task to you to follow-up—it’s best to do this with a call.

This email can be rather simple but make sure you include your name, contact 
information, and “thanks!” Then, when you call them, you can get more into the 
nitty-gritty details and discuss next steps and make sure they have all the tools 
and access they need to be successful.

Step 5B | Send handwritten welcome letter
 
This step is optional but a nice touch for those who want to invest the time. Tip: 
there are companies out there that will send a personalized “handwritten” card for you 
if you want, too!
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Step 7 | Start building retention
 
Congratulations! You’ve successfully onboarded the client and their policy is  
now active! From here, it’s all about building retention and sustaining your great 
customer service. 

Continue utilizing the powers of Automated Workflow to keep communication at 
the forefront of your agent-client relationships. For clients specifically, you can set 
up workflows that email clients on their birthdays, alert them of their upcoming 
policy renewals, and much, much more. 

Step 6 | Reconnect in a month or so
 
You don’t want your communication to just fall off completely after they become a 
client, so make sure you keep in consistent and purposeful contact after, too.

Depending on your model, you could set up an additional workflow that will trigger 
X-amount of time after the client has become active. This way you know it’s time to 
reach out and see how they’re doing.

For this workflow, set it up based on the amount of time that has passed since the 
individual has been marked a client. You can set it up for 1 month, 2 months, 3 
months, or whatever time table you feel is right.

The same opportunities apply here with how you alert yourself (email/task) and 
your client (email). It should also be noted that you don’t necessarily have to always 
alert both parties. You could just have it set a task for you and reach out when the 
task appears on your dashboard.


