

 
Client REVIEW – FORM 4
CLIENT INFO REQUEST EMAIL
The below sample is a follow up to the confirmation email to request needed information from the client. This is a personal email from an assistant. 

EMAIL FOLLOW UP
Hi <Client Name>, 

We are looking forward to seeing you at our office on <date> and <time>. I’m reaching out because there are few items that we need from you to ensure that our time together is both valuable and productive for you. 
 
· Please let us know if there have been any significant life changes since our last meeting
· Update this section to list any needed or pending client action items here (i.e. updated outside account balances these include your 401k, 529, insurance updates, etc.)

Please return these to us by <date> by uploading them to your secure folder at ClientFolderLink.

As always, if you have any questions, I would be happy to help, so don’t hesitate to reach out. 

We look forward to seeing you soon!

Warmest regards,
<Assistant Name>
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