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Implementation Meeting Invites & Reminders
CLIENT ON-BOARDING FORM 5

Below are sample emails to use when confirming on-boarding meetings. Adjust as appropriate to match your firm’s preferred format and scheduling method.

GETTING STARTED / PAPERWORK SIGNING MEETING INVITE

Dear <Client Name>,
[bookmark: letterbody]
I wanted to personally welcome you to our family of clients. We believe it is important for you to know what to look forward to as we begin our work together. I’m reaching out to coordinate your Getting Started Implementation Meeting. Please use the link below to select a time on <Adviser’s> calendar. 

<Insert Calendar Link>

This is your first meeting as a new client. During this time, we will discuss a number of important issues that will aid us in keeping you on the road to accomplish your financial goals. The main objectives will be to discuss your implementation plan, complete initial paperwork, and ensure that you understand what to expect during this first of many years together.

In order to discuss recommendations for your financial success, we ask that you return the following:
· <Insert any needed documentation. You may delete if none is needed.>

Please don’t hesitate to reach out if you have any questions or have difficulty finding a time.

Blessings,
<NAME>

GETTING STARTED/PAPERWORK SIGNING MEETING REMINDER

Hi <Client Name>, 

We look forward to seeing you at our office on <date> and <time>. During the meeting, <Adviser> will discuss your implementation plan, complete initial paperwork, and ensure that you understand what to expect during this first of many years together.

For your convenience, click here for directions to our office. (Adjust for virtual if applicable.)

We look forward to seeing you soon!

PROGRESS & PLAN IMPLEMENTATION MEETING INVITE

Dear <Client Name>,

I am happy to share that your account set-up is at/near completion. The next step in our process is for you to meet with <Adviser Name> to hold your Progress & Plan Implementation Meeting. Please use the link below to select a time on <Adviser’s> calendar. 

<Insert Calendar Link>

We recognize that helping you achieve your goals requires more than just one day of planning and recommendations. During this meeting, we shift our focus from set-up to ongoing implementation and proactive management needed to help you reach your financial goals. The main objectives will be to review progress toward implementation, discuss a 12-month action plan that helps us achieve your goals, and provide a guided tour of how to access and understand your accounts.

We look forward to discussing with you our thoughts on progress so far and further recommendations to help you achieve your financial objectives.
  
Please don’t hesitate to contact me if you have any questions. 

Blessings,
<NAME>

PROGRESS & PLAN IMPLEMENTATION MEETING REMINDER

Hi <Client Name>, 

We look forward to seeing you at our office on <date> and <time> for your Progress & Plan Implementation Meeting. During the meeting, <Adviser> will review progress toward implementation, discuss a 12-month action plan that helps us achieve your goals, and provide a guided tour of how to access and understand your accounts.

For your convenience, click here for directions to our office. (Adjust for virtual if applicable.)

We look forward to seeing you soon!
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GETTING STARTED / PAPERWORK SIG NING MEETING  INVITE    

Dear <Client Name>, 

 

I wanted to personally welcome you to our family of clients. We believe it is important for 

you to know what to look forward to as we begin our work together. I’m reaching out to 

coordinate your Getting Started Implementation Meeting. Please use the link below to 

select a time on <Adviser’s> calendar.  

 

< Insert Calendar Link >    

This is your first meeting as a new client. During this time, we will discuss a number of 

important issues that will aid us in keeping you on the road to accomplish your financial 

goals. The main objectives will be to discuss your implementation plan, complete initial 

paperwork, and ensure that you understand what to expect during this first of many years 

together. 

 

In order to discuss recommendations for your financial success, we ask that you return  the following:      < Insert any needed documentation.  You m ay delete if none  is  need ed. >    

Please don’t hesitate to reach out if you have any questions or have difficulty finding a 

time. 

 

Blessings, 

<NAME> 

  GETTING STARTED/PAPERWORK  SIGNING  MEETING REMINDER    

Hi <Client Name>,  

 

We look forward to seeing you at our office on <date> and <time>. During the 

meeting, <Adviser> will discuss your implementation plan, complete initial 

paperwork, and ensure that you understand what to expect during this first 

of many years together. 

 

For your convenience, 

click here  

for directions to our office. 

(Adjust for virtual  if applicable . )  

