

 
Client REVIEW – FORM 5
REVIEW CHECKLIST
The below shows an example of the information you can include in your meeting preparation process. Be sure to remove items that are not relevant and add items that you complete as a part of your process. The list is not meant to be an exhaustive list of planning items to review. 

CLIENT AND MEETING INFORMATION
	Client Name: 
	

	Adviser:
	

	Review Date & Time: 
	

	Review Format 
	Video/PDF, In-Person/Print, In-Person/PDF

	Preferences:
	Insert beverage, music, tv, etc.


TAX PLANNING
· Most recent tax return is on file 
· CPA name is on file
· Run tax planning reports
· Identify any recommended changes (ADV)

INVESTMENTS 
· Economic update and market update: ______________________________
· Investment manager updates: ______________________________
· Run investment reports: ______________________________
· Identify any recommended changes (ADV)

OTHER
· Identify any compliance forms to be completed
______________________________
· Additional information & reports requested
______________________________

MEETING PACKET
· Final complete and ready for client (or insert specific report)

NOTES
[image: ]
CRM REVIEW
· Client information verified correct
· Review CRM / run report to identify pending or upcoming action items

ACCOUNT REVIEW TO ENSURE ACCURACY
· Account/report names are correct 
· Account balances appear correct 
· No known accounts are missing
· All information received from client is saved to client folder

FINANCIAL PLAN REVIEW
· Financial plan data is updated
· Print financial planning report
· Identify any recommended changes (ADV)

ESTATE PLANNING
· Estate plan documents (will, trust, POA) are up-to-date and on file 
· Confirm beneficiaries and identify life changes that require an update or review
· Attorney name on file
· Identify recommended changes (ADV)

INSURANCE REVIEW
· Up-to-date copies of insurance policies on file
· Pull pertinent reports on accounts
______________________________
Identify any recommended changes (ADV
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