

 
Client REVIEW – FORM 8
CLIENT REVIEW MEETING PREP AGENDA
The below sample is team meeting agenda focused on preparation for upcoming client review meetings. We recommend customizing with any additional agenda items you typically include in your preparation process.

GOAL: Ensure that advisers and the team are prepared for the upcoming client meeting, that the entire team is clear on any additional work that needs to be completed and that we deliver a world-class client experience.

EXPECATIONS: Everyone comes to meeting prepared and ready to discuss the below. This includes reviewing all materials in advance of the meeting.

AGENDA
· Scheduling & Timeline
· Review the upcoming schedule to discuss any openings, changes or questions
· Review timeline and ensure everyone is prepared and on track
· Client Experience
· Review the Client Review Journey to discuss the experience that should be delivered to clients
· Confirm office preparation process and materials are stocked
· Review prior challenges and identify improvements to include
· Client Case Review: Review each upcoming client meeting to confirm the following:
· Relevant client updates or important client intel
· Pending items needed from client and required follow-up
· Specific preparation instructions to finalize the meeting materials
· Next Steps
· Review and assign next steps and due dates


	ADDITIONAL NEXT STEPS
	DUE DATE
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