

 
Client REVIEW – FORM 1
SCHEDULING EMAIL & SCRIPT
For ease of scheduling, email is a best practice standard but recognizing there are some clients who prefer a personal connection a script version provided in addition to the email version.

EMAIL VERSION
Hi <Client Name>, 

It’s hard to believe it is almost <month>, but it is once again time for your <annual> review meeting. During this time together, <Adviser> will review and share progress towards your goals, identify and explain ways we are working to keep you on track and check-in on what’s going on in your life to ensure that we identify and address any upcoming planning needs and questions that you may have.

<Adviser Name> has set aside dedicated time to meet with clients on <insert client meeting blocks – i.e. Tuesday’s and Thursday’s, the first two weeks of each month, the first and third weeks of March>. You may click on the link below to set up a time to meet.

View <Adviser’s> Calendar

If you have any questions or if anything significant has changed since we last met, please reach out to me personally and I will be sure that we get answers to your questions and items that are important to you on the agenda for our time together.

Warmest regards,
<Assistant Name>




















SCRIPT VERSION
Hi <Client Name>, 

It’s <Assistant Name> with <Firm Name>. I’m reaching out because it’s almost time for your <annual review meeting>. Do you have a few minutes to set up a time to meet with <Adviser>?

[IF NO]: No worries, I would be happy to call you back at a time that works for you or I can email you a link to <Adviser’s> calendar. Which would work best for you? … I’m looking forward to seeing you soon.

[IF YES] Great. <Adviser> has set aside dedicated time to meet with clients on <insert client meeting blocks>. Will <Tuesday, June X> or <Thursday, June X> work for you? 
[Coordinate until mutual time selected]

Great, during the meeting <Adviser> will review and share progress towards your goals, identify and explain ways we are working to keep you on track and check-in on what’s going on in your life to ensure that we identify and address any upcoming planning needs and questions that you may have. Do you have any important questions or changes you would like to be sure we put on the agenda? ... Great, we look forward to seeing on <Thursday, June X at 10:00 am>. Have an amazing day!
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