
THE HEALTH EXPERTS INSURANCE
AGENT RETENTION LIBRARY
Email Retention Templates
7 ready-to-send emails that protect your renewal income.
Bilingual: English + Español
Tone: Warm, personal, conversational
HOW TO USE
Copy. Paste. Personalize. Send.
Replace bracketed placeholders with client info.
Adjust details to match your voice and the client.


What's Inside
1.  Welcome / Onboarding  —  Sent right after enrollment.
2.  Birthday Email  —  Personal touch on their special day.
3.  Mid-Year Check-In  —  May/June. Stay top of mind in the boring middle.
4.  August Info Update  —  Get clean data before AEP. Saves hours.
5.  Pre-AEP Review Request  —  September. Schedule reviews before the rush.
6.  Post-AEP Thank You  —  Close the loop. Plant the referral seed.
7.  Annual Review Reminder  —  One-year anniversary. Strengthens the relationship.


Template 1: Welcome / Onboarding
When to Send
Within 24 hours of enrollment confirmation. This sets the tone for the entire relationship.
Tone
Warm, reassuring, and confident. They just made a big decision — make them feel good about it.

  ENGLISH  
Subject: Welcome to your new Medicare plan, [First Name]! 🎉

Hi [First Name],
Congratulations on your new Medicare plan with [Carrier Name]! I just wanted to take a quick moment to officially welcome you and let you know I'm thrilled to be your agent.
Here's what to expect over the next few weeks:
• You'll receive your member ID card in the mail within 7-10 business days
• Your plan benefits become active on [Effective Date]
• A member welcome packet from [Carrier Name] will arrive shortly with full plan details
Most importantly — I'm here for you. Anytime you have a question about your benefits, your providers, your prescriptions, or anything Medicare-related, please reach out. That's what I'm here for.
I'll be in touch periodically throughout the year, and we'll do a complete plan review together before the next enrollment period. In the meantime, save my number in your phone so I'm a quick text away whenever you need me.
Welcome aboard!
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: ¡Bienvenido(a) a su nuevo plan de Medicare, [First Name]! 🎉

Hola [First Name],
¡Felicitaciones por su nuevo plan de Medicare con [Carrier Name]! Quería tomar un momento para darle la bienvenida oficialmente y decirle que estoy muy contento(a) de ser su agente.
Esto es lo que puede esperar en las próximas semanas:
• Recibirá su tarjeta de identificación de miembro por correo en 7-10 días hábiles
• Sus beneficios entran en vigor el [Effective Date]
• [Carrier Name] le enviará un paquete de bienvenida con todos los detalles del plan
Y lo más importante — aquí estoy para ayudarle. Cuando tenga preguntas sobre sus beneficios, sus médicos, sus medicamentos, o cualquier cosa relacionada con Medicare, por favor contácteme. Para eso estoy aquí.
Estaré en contacto durante el año, y haremos una revisión completa de su plan juntos antes del próximo período de inscripción. Mientras tanto, guarde mi número en su teléfono para que pueda escribirme cuando lo necesite.
¡Bienvenido(a)!
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
TIP: Send within 24 hours. Speed matters — clients are still in 'I just signed up, am I sure?' mode.
Personalize the carrier name and effective date. Don't leave bracketed placeholders in.
If they enrolled in a Medicare Advantage plan with extra benefits (gym, OTC card, dental), mention 1-2 specifically. It reinforces the value of their decision.
Save them in your CRM with the welcome email date so you can track touchpoint frequency.


Template 2: Birthday Email
When to Send
Send on the morning of their birthday. Set up CRM automation so this never gets missed.
Tone
Genuinely warm and human. No sales pitch. Just acknowledge the day.

  ENGLISH  
Subject: Happy Birthday, [First Name]! 🎂

Hi [First Name],
I just wanted to take a quick moment to wish you a very happy birthday! 🎉
I hope today is filled with the people, food, and moments that make you smile. You deserve a wonderful day.
No business in this email — just wanted to say I'm grateful you're a client and even more grateful for the chance to help you each year.
Have a beautiful birthday!
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: ¡Feliz cumpleaños, [First Name]! 🎂

Hola [First Name],
¡Solo quería tomar un momento para desearle un muy feliz cumpleaños! 🎉
Espero que hoy esté lleno de las personas, la comida, y los momentos que le hagan sonreír. Se merece un día maravilloso.
No hay nada de negocios en este correo — solo quería decirle que estoy agradecido(a) de tenerle como cliente y aún más agradecido(a) por la oportunidad de ayudarle cada año.
¡Que tenga un cumpleaños hermoso!
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
DO NOT add a sales pitch, plan reminder, or CTA. The whole point is that this email asks for nothing.
If you have it in the budget, pair this with a Thanks.io card or handwritten note for VIP clients.
Set this up as a recurring CRM automation. Birthdays should never be missed.
If you remember a specific detail about them (grandkids, hobby, recent trip), add a personal sentence at the top.


Template 3: Mid-Year Check-In
When to Send
May or June. The boring middle is when most agents disappear — that's why this email has so much retention impact.
Tone
Caring and proactive. You're not selling anything — you're checking in like a trusted advisor would.

  ENGLISH  
Subject: [First Name], how's your plan working for you so far?

Hi [First Name],
I hope you're doing well! It's been a few months since you started your plan with [Carrier Name], and I wanted to check in.
A few quick questions — no pressure, just want to make sure everything is going smoothly:
• Have you been able to use your benefits without any issues?
• Are all your medications still covered the way they should be?
• Have you used any of your extra benefits yet (dental, vision, OTC card, gym, etc.)?
• Any changes in your health, doctors, or prescriptions I should know about?
If everything is working well — wonderful, no need to reply. If anything has come up, just hit reply or give me a call. I'd much rather catch a small issue now than have it become a problem later.
Either way, I'm thinking of you and grateful you're my client.
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: [First Name], ¿cómo le está funcionando su plan?

Hola [First Name],
¡Espero que esté bien! Han pasado unos meses desde que comenzó su plan con [Carrier Name], y quería hacer un seguimiento.
Algunas preguntas rápidas — sin presión, solo quiero asegurarme de que todo esté funcionando bien:
• ¿Ha podido usar sus beneficios sin problemas?
• ¿Sus medicamentos siguen estando cubiertos como deberían?
• ¿Ha usado alguno de sus beneficios extras (dental, visión, tarjeta OTC, gimnasio, etc.)?
• ¿Hay algún cambio en su salud, médicos, o medicamentos que deba saber?
Si todo está funcionando bien — perfecto, no necesita responder. Si ha surgido algo, solo responda este correo o llámeme. Prefiero atender un pequeño problema ahora que se convierta en algo grande después.
De cualquier manera, le tengo presente y estoy agradecido(a) de tenerle como cliente.
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
This email is GOLD for retention. Most agents skip the boring middle. You won't.
If a client replies with a problem, treat it as VIP — solve it within 24 hours. That client tells everyone they know.
Track responses in your CRM. Clients who reply mid-year are the most likely to refer you.
If you offer ancillary products (dental, vision, hospital indemnity), this is a soft opening — but don't pitch in this email. Wait for them to say 'I wish I had X' and then offer it.


Template 4: August Info Update
When to Send
Mid-August. This single workflow can save you hours of phone time during AEP and produces dramatically better plan reviews.
Tone
Helpful, organized, low-pressure. Make it easy for them to say yes.

  ENGLISH  
Subject: Quick update needed before your annual review, [First Name]

Hi [First Name],
AEP is just around the corner — which means I'll be reaching out soon to schedule your annual plan review.
To make our conversation as smooth and productive as possible, could you take 5 minutes to update me on a few things?
Here's what I need:
• Any new medications you've started (or stopped) in the last year
• Any new doctors or specialists you're seeing
• Any changes to your address or contact info
• Any major health changes I should know about
[Insert one of the two options below — depending on which CRM you use:]
[OPTION A — MedicarePro Portal users]: I've sent you a secure link to update your info: [Portal Link]. It takes about 5 minutes.
[OPTION B — GHL/Xclusive users]: Please reply to this email or use this quick form: [Form Link]. It takes about 5 minutes.
Once I have your updated info, I'll come prepared with the plans that fit your situation best — and we can spend our review time talking about what matters most to you, instead of digging through paperwork.
Thanks for taking a moment to do this!
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: Actualización rápida antes de su revisión anual, [First Name]

Hola [First Name],
El período de inscripción anual está cerca — lo que significa que pronto le llamaré para programar su revisión anual del plan.
Para que nuestra conversación sea lo más fluida y productiva posible, ¿podría tomar 5 minutos para actualizarme sobre algunas cosas?
Esto es lo que necesito:
• Cualquier medicamento nuevo que haya empezado (o dejado) en el último año
• Cualquier médico o especialista nuevo que esté viendo
• Cualquier cambio en su dirección o información de contacto
• Cualquier cambio importante en su salud que deba saber
[Inserte una de las dos opciones — según el CRM que use:]
[OPCIÓN A — Usuarios de MedicarePro Portal]: Le he enviado un enlace seguro para actualizar su información: [Portal Link]. Toma unos 5 minutos.
[OPCIÓN B — Usuarios de GHL/Xclusive]: Por favor responda este correo o use este formulario rápido: [Form Link]. Toma unos 5 minutos.
Una vez que tenga su información actualizada, llegaré preparado(a) con los planes que mejor se ajustan a su situación — y podemos pasar nuestro tiempo de revisión hablando de lo que más le importa, en vez de revisando papeles.
¡Gracias por tomarse un momento para hacer esto!
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
PICK ONE option (A or B) before sending — don't send both. Delete the bracketed instruction.
If you don't have a portal or form yet, you can ask them to call or text you the updates instead.
Send to ALL active clients in mid-August. Don't skip anyone — even the ones you 'know well.'
Follow up by phone within 5 days for anyone who didn't respond. Most clients won't act unless you nudge.
When they update info, log it immediately in your CRM. Don't lose this data.


Template 5: Pre-AEP Review Request
When to Send
Mid-September. Goal: get your AEP calendar 50% booked BEFORE October 15. This is the single most leveraged email of the year.
Tone
Confident, professional, slightly urgent. They need to know reviews fill up fast and the early scheduler wins.

  ENGLISH  
Subject: Time to schedule your annual Medicare review, [First Name]

Hi [First Name],
It's that time of year again — Medicare's Annual Enrollment Period (AEP) starts October 15 and runs through December 7. This is the one window each year where you can make changes to your Medicare plan if needed.
I'd like to schedule a 30-minute review with you to:
• Walk through any changes to your current plan for next year
• Compare your plan to other options that might serve you better
• Make sure your medications, doctors, and benefits are still covered the way you need
• Answer any questions you've been holding onto
Even if you're happy with your current plan, this annual review is important because plans change every year — premiums, networks, drug coverage, and benefits can all shift, sometimes significantly.
Here's how to book:
• Click here to schedule online: [Calendly Link]
• Or just reply to this email and I'll find a time that works for you
• Phone reviews and in-person reviews are both available
I'm scheduling reviews on a first-come basis, and the early October slots are the most flexible. Would love to lock in a time that works for you while I have plenty of options open.
Looking forward to catching up!
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: Hora de programar su revisión anual de Medicare, [First Name]

Hola [First Name],
Ya es esa época del año — el Período de Inscripción Anual de Medicare (AEP) empieza el 15 de octubre y termina el 7 de diciembre. Esta es la única ventana al año cuando puede hacer cambios a su plan de Medicare si es necesario.
Me gustaría programar una revisión de 30 minutos con usted para:
• Revisar cualquier cambio en su plan actual para el próximo año
• Comparar su plan con otras opciones que podrían servirle mejor
• Asegurar que sus medicamentos, médicos, y beneficios sigan cubiertos como los necesita
• Contestar cualquier pregunta que haya tenido
Aunque esté contento(a) con su plan actual, esta revisión anual es importante porque los planes cambian cada año — las primas, las redes, la cobertura de medicamentos, y los beneficios pueden cambiar, a veces bastante.
Cómo reservar su cita:
• Haga clic aquí para programar en línea: [Calendly Link]
• O simplemente responda este correo y le buscaré una hora que le funcione
• Las revisiones por teléfono y en persona están disponibles
Estoy programando las revisiones en orden de llegada, y los espacios de principios de octubre son los más flexibles. Me encantaría reservar una hora que le funcione mientras tengo muchas opciones disponibles.
¡Espero poder hablar pronto!
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
GOAL: Get 50% of your AEP calendar booked BEFORE October 15.
Send mid-September, then follow up by phone within 7 days for non-responders.
Use Calendly or your CRM scheduler. Make it as easy as humanly possible to book.
Block dedicated review hours on your calendar so you have actual slots to offer.
Track booking conversion in your CRM — measure how many opens lead to scheduled reviews.


Template 6: Post-AEP Thank You
When to Send
Within 48 hours of completing their AEP review (whether they changed plans or stayed put). Closes the loop and seeds referrals.
Tone
Grateful, warm, and confident. You're celebrating a job well done — together.

  ENGLISH  
Subject: Thanks for trusting me with your Medicare plan again, [First Name]

Hi [First Name],
Thank you for taking the time to do your annual review with me. It means a lot that you trust me with something this important.
Quick recap of what we decided:
• [If they kept their plan]: We confirmed your current plan still fits your needs for [Year], so we're keeping things as-is. Your existing coverage continues without interruption.
• [If they changed plans]: You'll be moving to [New Plan Name] effective January 1, [Year]. You'll receive your new member ID card from [New Carrier] in the mail in about 7-10 business days.
If anything comes up between now and the new year — questions about benefits, ID cards, providers, prescriptions — please reach out anytime. I'm here.
One last thing — if you found our review helpful, the biggest compliment you can give me is sharing my name with someone you care about. A spouse, a sibling, a neighbor turning 65, a friend confused about Medicare. I love what I do, and I love being able to help the people you love.
Thank you again for being a wonderful client. Looking forward to taking care of you in [Year] and beyond.
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: Gracias por confiarme su plan de Medicare otra vez, [First Name]

Hola [First Name],
Gracias por tomarse el tiempo de hacer su revisión anual conmigo. Significa mucho que me confíe algo tan importante.
Un resumen rápido de lo que decidimos:
• [Si mantuvo su plan]: Confirmamos que su plan actual sigue siendo el adecuado para [Year], así que dejaremos las cosas como están. Su cobertura actual continúa sin interrupciones.
• [Si cambió de plan]: Pasará a [New Plan Name] a partir del 1 de enero de [Year]. Recibirá su nueva tarjeta de identificación de miembro de [New Carrier] por correo en 7-10 días hábiles.
Si surge cualquier cosa entre ahora y el año nuevo — preguntas sobre beneficios, tarjetas, médicos, medicamentos — por favor contácteme cuando sea. Aquí estoy.
Una última cosa — si nuestra revisión le pareció útil, el mejor cumplido que me puede dar es compartir mi nombre con alguien que le importe. Un esposo(a), un hermano(a), un vecino(a) cumpliendo 65 años, un amigo(a) confundido(a) con Medicare. Amo lo que hago, y me encanta poder ayudar a las personas que usted quiere.
Gracias otra vez por ser un(a) cliente maravilloso(a). Espero poder cuidarle en [Year] y los años que vienen.
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
PICK ONE recap option — delete the other (kept plan vs changed plan).
The referral ask in the second-to-last paragraph is intentional. Don't soften it. Most happy clients WILL refer if you ask once.
Send within 48 hours while the positive feeling is fresh.
Pair this with a Thanks.io card or handwritten note for VIP clients ($10-25 gift card optional but powerful).
Log the referral request in your CRM and follow up if any names come in.


Template 7: Annual Review Reminder
When to Send
On the one-year anniversary of their original enrollment date. This is a relationship-strengthener and a referral opener.
Tone
Reflective and warm. You're celebrating a milestone with them.

  ENGLISH  
Subject: It's been a year, [First Name] — quick celebration & check-in

Hi [First Name],
Hard to believe — it's officially been one year since you and I signed up for your Medicare plan together! 🎉
I just wanted to take a moment to say:
• Thank you for trusting me with this part of your life
• Thank you for being patient as I learn what works best for you
• Thank you for the trust you've placed in me as your agent
I take this seriously. You're not just a name on a list — you're someone I'm committed to taking care of for as long as you'll have me.
Quick check-in: Has anything changed for you in the last year that I should know about? New medications, new doctors, new health concerns, change of address, anything at all? Even small changes can affect your plan, so I'd rather know early than be surprised.
And one more thing — if you've had a great year with your plan, the biggest compliment you can give me is sharing my name with someone you care about. A friend, a family member, a neighbor turning 65. I love this work, and I love helping the people you love.
Here's to year two together!
Warmly,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

  ESPAÑOL  
Subject: Ha pasado un año, [First Name] — celebración rápida y seguimiento

Hola [First Name],
¡Difícil de creer — oficialmente ha pasado un año desde que usted y yo nos inscribimos en su plan de Medicare juntos! 🎉
Solo quería tomar un momento para decir:
• Gracias por confiarme esta parte de su vida
• Gracias por su paciencia mientras aprendo lo que mejor le funciona
• Gracias por la confianza que ha puesto en mí como su agente
Tomo esto muy en serio. Usted no es solo un nombre en una lista — es alguien que estoy comprometido(a) a cuidar por todo el tiempo que me lo permita.
Seguimiento rápido: ¿Ha cambiado algo en el último año que deba saber? ¿Medicamentos nuevos, médicos nuevos, problemas de salud, cambio de dirección, cualquier cosa? Hasta los cambios pequeños pueden afectar su plan, así que prefiero saberlos pronto en vez de que me sorprendan.
Y una última cosa — si ha tenido un buen año con su plan, el mejor cumplido que me puede dar es compartir mi nombre con alguien que le importe. Un amigo(a), un familiar, un vecino(a) cumpliendo 65 años. Amo este trabajo, y me encanta ayudar a las personas que usted quiere.
¡Aquí vamos al año dos juntos!
Con cariño,
[Agent Name]
[Agent Phone] | [Agent Email]
The Health Experts Insurance

AGENT NOTES
Set this as a CRM automation triggered on the anniversary of their original enrollment effective date.
This email is doing 3 things: (1) celebrating the relationship, (2) checking for changes, (3) opening the referral door.
Don't combine this with the August info update — they serve different purposes and the spacing matters.
If they reply with changes, treat it as VIP — update their CRM record same-day and confirm receipt.
Top-performing agents pair this email with a small thank-you gift or card for high-value clients.
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