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Status of Accounts Update Samples
CLIENT ONBOARDING FORM 6





Refer to the examples below of sample language to use as emails or phone scripts when updating a client about the status of their account opening and transfers. Details in orange can be adjusted to fit your firm’s onboarding timeline/process and messaging.

EXAMPLE 1: CUSTOM PERSONAL NOTE
It has been a pleasure getting to know you over these past few meetings. I was struck by what a good job you have done raising your family and staying focused on what is most important in your life—the relationship with your children and grandchildren. I look forward to helping you implement the strategies that will leave a legacy for your loved ones.

ACCOUNT STATUS UPDATE - EVERYTHING IS ON TRACK

Hi <Client Name>,
[bookmark: letterbody]
I’m reaching out because I want to be sure you are kept up to date as we work to move your hard earned savings under our care and implement your plan. I’m very happy to share that all of your accounts are moving over smoothly and that we are on track for completing this process within the 3-4 weeks we discussed. Additionally, we’re on track with the other implementation items we shared during our prior meeting. If you’re like more detail below/attached is a summary of the status for each item.

Insert status of accounts here or attach file.

We expect all to continue smoothly which means I/we will reach back out in a few weeks to schedule the next step in our process – your Progress & Plan Implementation Meeting. If at any point we encounter a delay, know that I will reach out personally to share what is happening and will work diligently to resolve them for you.

If you have any questions, I’m at your service so please feel free to reach out.

In service,
<NAME>



ACCOUNT STATUS UPDATE – ISSUES OR DELAYS

Hi <Client Name>,

I’m reaching out because I want to be sure you are kept up to date as we work to move your hard earned savings under our care and implement your plan. I’m happy to share that the majority/many of your accounts are moving over smoothly.  However, I also want you to be aware that we have received a request for more documentation with the transfer of your <account name>. 

My goal is to work diligently to resolve this for you. In order to resubmit the transfer/processing item, I will need the following from by DATE / I will be …>
Insert needed information

Once we resubmit our request with the above, I will closely monitor the request and will reach back out personally to keep you updated on our progress.  After your transfers have completed, the next step in our process is to have our Progress & Plan Implementation Meeting.

SAMPLE PROGRESS SUMMARY
Below is an example of a simple progress summary that can be shared with clients to help them feel confident during this step in your process. The goal throughout your messaging is to keep the information simple and easy for a client to understand.

	Investments & Account Transfers

	Status
	Prior Account
	New Account
	What’s needed

	Complete
	
	
	

	In Process, On Track
	
	
	

	In Process, Delayed
	
	
	

	Issues Being Resolve
	
	
	



	PLAN IMPLEMENTATION

	Status
	Recommendation 
	Responsible
	Target Date

	Complete
	
	
	

	In Process, On Track
	
	
	

	In Process, Delayed
	
	
	

	Issues Being Resolve
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