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	COI Introduction Letter
CLIENT ONBOARDING FORM 4



Refer to the two sample COI introduction letters below. Text in orange should be customized to your firm and/or the relevant information.

COI INTRODUCTION – NO CLIENT SUPPORT NEEDED
<COI NAME>

I’m reaching out because we recently established a wealth management relationship with your client, <Client Name>.

The purpose of our work is to help clients achieve clarity and confidence needed to achieve their financial goals. We do this through a comprehensive and coordinated planning process, which emphasizes the implementation and regular monitoring of their plan and coordination with their trusted professionals to ensure that they are on track to achieve their financial goals and lifetime pursuits.  

Our purpose for reaching out is to introduce ourselves and to share our goal of working with you to deliver a collaborative team-based approach to provide sound, comprehensive advice to <Client Name>. To help you get to know us better, I have included information about our process and our firm. As we reach areas of our implementation process where your support or involvement are needed, we will reach out to you personally. Should any billable work come from the mutual support we provide to <Client Name>, we request that you bill us directly because we strongly believe clients should not incur additional costs in relation to the work we perform. 

We look forward to partnering with you and would love to set up a time for us to learn more about how you support <Client Name> and how we can best support your relationship with them. I’ve suggested some dates and times below. If these don’t work for you, let us know and <NAME> from our office will reach out to help coordinate a time personally.

<Insert Calendar Link>

Sincerely,
<Advisor Name>
COI INTRODUCTION – MEETING/IMPLEMENTATION SUPPORT REQUEST

Dear <COI NAME>,

I’m reaching out because we recently established a wealth management relationship with your client, <CLIENT NAME>.

The purpose of our work is to help clients achieve clarity and confidence needed to achieve their financial goals. We do this through a comprehensive and coordinated planning process, which emphasizes the implementation and regular monitoring of their plan and coordination with their trusted professionals to ensure that they are on track to achieve their financial goals and lifetime pursuits.  

Our purpose for reaching out is to introduce ourselves and to involve you as we begin implementation of <insert specific item related to COI>. To ensure we work with you collaboratively and deliver a team-based approach that provides comprehensive advice to <Client Name>, we’d like to have you attend our upcoming implementation meeting/set up a call with you/<insert call to action here>. The link below will help us coordinate a time that works for you and <Client Name>. If these don’t work for you, <NAME> from our office will reach out to help coordinate a time personally.

<Insert Calendar Link>

In addition, should any billable work come from the mutual support we provide to <Client Name>, we request that you bill us directly because we strongly believe clients should not incur additional costs in relation to the work we perform. 

My team and I look forward to partnering with you. Please don’t hesitate to reach out if you have any questions or would like to learn more about how we work with clients.

Sincerely,
<AdvisOr Name>
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I’m reaching out because we recently established a wealth management relationship with 

your client, 

< Client Name >.

 

 

The purpose of our work is to help clients 

achieve  clarity and confidence   needed to  achieve their financial goals

. We do this through a comprehensive and coordinated 

planning process, which emphasizes the implementation and regular monitoring of their 

plan and coordination with their trusted professionals to ensure that they are on track to 

achieve their financial goals and lifetime pursuits.   

 

Our purpose for reaching out is to introduce ourselves and to share our goal of working 

with you to deliver a collaborative team-based approach to provide sound, 

comprehensive advice to 

<Client Name>. 

To help you get to know us better, I have 

included information about our process and our firm. As we reach areas of our 

implementation process where your support or involvement are needed, we will reach out 

to you personally. 

Should any billable work come from the mutual support we provide to  <Client Name> ,   we request that you bill us directly  because  we strongly believe  clients   should not incur additional costs in relation   to  the  work we perform.  
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