

 
Client REVIEW – FORM 2
CLIENT REVIEW NON-RESPONDER EMAIL
Use this email for clients who do not set up a client review after the initial invite. Be sure to note that it states a personal follow-up will occur if no meeting it set as the final step in scheduling.

EMAIL VERSION
Hi <Client Name>, 

I’m reaching out because we don’t yet have a time on schedule for your upcoming <annual> review meeting. This is an important time for you and <Adviser> to review and discuss progress towards your goals 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.

Please be sure to set up a time with <Adviser> using the link below.

View <Adviser’s> Calendar

If you have difficulty finding a time that works for you let me know and I will reach out personally to get you on <Adviser’s> schedule. If for any reason, I don’t hear from you by <date>, I’ll give you a call to be sure we can find a time to connect.

Warmest regards,
<Assistant Name>
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