

 
Client REVIEW – FORM 6
CLIENT REVIEW AGENDAS
The following pages include sample client review meeting agendas for you to customize to fit your process. Depending on your process and preference you may use one or all in your client review process.

BEST PRACTICES
· KEEP IT SIMPLE: Don’t overwelm the client with too much information. Keep it simple and stick to the high-level agenda items. The goal is for the client to connect with you, not get distracted by a long agenda.
· ALIGN MATERIALS WITH YOUR BRAND: Customize the agenda to reflect the style, font, color and feel of your brand. This ensures a consistent client experience while reinforcing the unique value you provide. Consider having a graphic designer create an agenda template.
· ADJUST TO YOUR AUDIENCE: The samples include general language designed to appeal to a broad range of clients. However, if you work within a specific target market consider adjusting the language to fit your clientelle. For example, if your clients are modern and edgy, Educational Update might be Important Trends & Impacts. 
 
SAMPLE EMAIL AND AGENDAS
· INTERNAL AGENDA: This agenda is a template to help ensure the adviser has important details needed and stays on track. This version is formatted differently than the client facing agenda to ensure they don’t get mixed up during a meeting.
· CLIENT FACING MEETING AGENDA: This is an example of the final client meeting agenda that is share with a client. Client specific details should be filled in to finalize the agenda.












CLIENT NAMEYOUR LOGO HERE

INTERNAL MEETING AGENDA
Month Day, Year

WHAT’S ON YOUR MIND
· What’s questions and concerns do you have?

WHAT’S CHANGED
· Insert client provided items here
· You’re XX! It’ time to… (Insert a financial age related milestone – 50, 55, 59½, 62-70, 65, 70½)
· Insert specific questions to ask Health / Family / Career / Property / Financial

EDUCATIONAL UPDATE
· Review of topics and market conditions and how they relate to your financial goals
· Insert specific educational topic or value-add

PLANNING, PROGRESS & YOUR PORTFOLIO
· Review progress towards to your goals
· Planning review and check-in
· Insert specific planning topics here based on the service model or client situaton (i.e. Life Insurance Review, Estate Plan Check-In, Cash Flow Planning, Tax Planning, etc.) 
· Portfolio check-up 
	
IMPORTANT INFORMATION AND UPDATES ABOUT THE CLIENT
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CLIENT NAMEYOUR LOGO HERE

REVIEW MEETING AGENDA
Month Day, Year


WHAT’S ON YOUR MIND
· Discuss any questions and concerns you have

WHAT’S CHANGED
· Discuss the changes and milestones that have occurred since we last met
· Insert any known items previously shared by client here 

EDUCATIONAL UPDATE
· Review of topics and market conditions and how they relate to your financial goals
· Insert specific educational topic or value-add

PLANNING, PROGRESS & YOUR PORTFOLIO
· Review progress towards to your goals
· Planning review and check-in
· Insert specific planning topics here based on the service model frequency or client situaton (i.e. Life Insurance Review, Estate Plan Check-In, Cash Flow Planning, Tax Planning, etc.) 
· Portfolio check-up
	
NEXT STEPS
· Capture your action items below to take home with you
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The following pages include sample client review meeting agendas for you to customize to fit your 


process. Depending on your process and preference you may use one or all in your client 


review process.
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ADJUST TO YOUR AUDIENCE:


 


The samples include general language designed to appeal 


to a broad range of clients. However, if you work within a specific target market consider 


adjusting the language to fit your clientelle. For example, if your clients are 


modern and 


edgy, Educational Update might be Important Trends & Impacts. 


 


 


 


SAMPLE EMAIL AND AGENDAS


 


·


 


INTERNAL AGENDA:


 


This agenda is a template to help ensure the adviser has important 


details needed and stays on track. This version is formatted 


differently than the client 


facing agenda to ensure they don’t get mixed up during a meeting.
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CLIENT FACING MEETING AGENDA:


 


This is an example of the final client meeting agenda 


that is share with a client. Client specific details should be filled in to fi
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