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FLTCIP Virtual Seminar Instructions

STEP1- Order the FLTCIP Virtual Seminar Kit
Our Virtual Seminar Kitincludes everything you need to conduct asuccessful FLTCIP seminar, including:

FLTCIPVideo (availablein VHS, DVD, or CD ROM format)

*  Program brochures

» “Thank You” cardsfor attendeesto request more personalized information

« Areturn-addressed, postage-paid envelope for you to mail uscompleted “ Thank You” card requests
»  SampleInformation Kit and application

* FLTCIP pens

You can order the Virtual Seminar Kit by completing and faxing the“ FLTCIP Order Form.” You may also contact
your Account Manager directly, email literature@ltcpartners.com, or call 1-800-LT C-FEDS (1-800-582-3337)
(TTY 1-800-843-3557). Pleaseallow 7-10 business daysfor shipping.

STEP 2 - Book a Conference Room within your Organization to Air the Video

An hour is more than sufficient to air the FLTCIP Video and to host thelive“Q & A”. Be surethe conference
room has atel ephone with speakerphone, atelevision, and aVHS/DVD player. Smaller groups may prefer to air
the video on acomputer/laptop with the CD ROM format.

STEP 3 - ScheduletheLive“Q & A” with a Program Consultant

Cadll 1-800-LTC-FEDS (1-800-582-3337) to schedul e, or contact your Account Manager directly.

“Q & A” sessions may be scheduled between 8 am. to 7 p.m. (EST). (Please have acouple of dates and timesin
mind to ensure we can accommaodate your request.) After taking your request, wewill confirm your virtual seminar
within 24 hoursand will assign a Program Consultant who will be your primary seminar contact for all questions/
issues.

v STEP4-Day of theVirtual Seminar:

O Distribute M aterials—By now, you will have received your Virtual Seminar Kit. Distribute one Program
brochure, “ Thank You” card, and FLTCIP pen to each attendee. Highlight the Program brochure asthe
information “take-away” and the“ Thank You” card asthe meansto request personalized information.

O Air FLTCIPVideo

U cCall Program Consultant —Call your designated Program Consultant directly at the predetermined
number to beginlive“*Q & A”.

O Collect and Mail Completed “ Thank You” cards— Encourage attendees to compl ete the “ Thank You”
cardsfor more personalized information, including arate quote | etter and Information Kit and application
(show enclosed sample). Collect completed cardsand mail in the return-addressed, postage-paid envel ope
provided. Alternatively, attendees can mail the card themselves.

No Accessto a Speakerphone, or isalLive“Q & A” Logistically Impossible?
You can still have asuccessful Virtual Seminar where attendees can learn more about the
FLTCIPand obtain personalized information. Just follow every step except Step 2.

In Step 4, direct attendeesto call aFLTCIP Program Consultant at 1-800-LTC-FEDS
(1-800-582-3337) (TTY 1-800-843-3557) for individual assistance.





