

 
Client REVIEW – FORM 3
CLIENT REVIEW CONFIRMATION EMAIL
The below are sample emails to use when confirming client meetings. If you use an online calendaring system that automatically sends a confirmation email, use the below to customize your message to the extent possible. 

IN-PERSON MEETING
Hi <Client Name>, 

We are looking forward to seeing you at our office on <date> and <time>. During the meeting, <Adviser> will talk with you to 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.

<Assistant> will reach out to you approximately three weeks prior to your meeting to ensure we have the current information necessary to update your plan and review your progress with you. Feel free to reach out before then if you have any questions or if anything significant has changed since we last met.

Additionally, for your convenience click here for directions to our office.

We look forward to seeing you soon!

Warmest regards,
<Assistant Name>

VIRTUAL MEETING
Hi <Client Name>, 

We are looking forward to talking with you on <date> and <time>. During the meeting, <Adviser> will talk with you to 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. Below is a link to the video conference we’ll use for the meeting. If you have any questions about how to use the system, please feel free to reach out.

Video Conference Details Here

<Assistant> will reach out to you approximately two weeks prior to your meeting to ensure we have the current information necessary to update your plan and review your progress with you. Feel free to reach out before then if you have any questions or if anything significant has changed since we last met.

We look forward to seeing you soon!

Warmest regards,
<Assistant Name>
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<date> 


and 


<time>.


 


During the meeting, 


<Adviser> 


will talk with you to review and share progress 


towards your goals, identify and explain 


ways we are working to keep you on track and check


-
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We look forward to seeing you soon!
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will reach out to you approximately two weeks prior to your meeting to ensure we 


have the current information necessary to update your plan and review your progress with you. 
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