
Receive 
Client

Send Introductory Email / 
Offer dates for light intro-

virtual meetingWeek One

Light intro meeting with 
client, formalize first visit 

date & activities.

Within 
14 days

Risk Control 
Assessment

Enhanced Loss 
Analysis

Site Visit / Hazard 
Survey / Training / 

Special Project

Send Document 
Request Letter

Send Request for 
ELA (3-weeks prior) Complete Work

Complete RCA Review ELA

Submit Report to 
TC documenting 

work (RCR/LTR, AP, 
REC, anything 

else)

Write 
Recommendations

Submit Report to TC 
documenting work 
(RCR/LTR, AP, REC, 

anything else)

Within 
14 days

Within 
3 Weeks

Steps and timeline when receiving a new 
client/member
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