

 
Client Review – FORM 10
ACTION STEPS EMAIL
This email is a follow up summary sent to the client following the meeting.

ADVISER VERSION
Hi <Client Name>, 

It was a pleasure seeing you and getting caught up on all that’s going on in your life. <Insert relevant personal info here>. 

As promised, attached is a summary of the action items and due dates from our meeting. Please review and let us know if you have any questions. 

· Insert action items here

Thanks, and we look forward to continuing to help you reach your financial—and life—goals! 

Warmest regards,
<Adviser>


TEAM VERSION
Hi <Client Name>, 

Thank you for taking the time meet with us, it was truly a pleasure seeing you again. 
<I hope that…insert personal detail here>. As promised, I am including the action items and due dates from your meeting with <Adviser>. Please review and let us know if you have any questions.

· Insert action items here

As you work on your next steps, the team here will be doing the same to ensure we can help keep you on track to reach your goals. 

Wishing you the best,
<Assistant>
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