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Why are we having 
a conversation about 
Model Meetings?

FLAT: 
Stale meetings focus on 
facts & figures

FRENZIED: 
Inconsistent, disorganized, 
and time-consuming

LIMITLESS ADVISOR:
Client engagement that 
delivers massive value to 
client with epic efficiency

TRUSTED ADVISOR:
Client-focused conversations 
that deliver caring and 
competent advice in client’s 
best interest



What Experience 

ARE YOU CREATING?

TRUSTED ADVISOR TASKLIST

transactionstrust equity



What Questions 

ARE YOU ANSWERING?

WHAT DO I HAVE?
IS IT ENOUGH?

AM I  / MY FAMILY OK?
WHAT SHOULD I DO? 

WHAT DOES MONEY MEAN TO ME? 

IS MY MONEY ALIGNED WITH MY LIFE?
WHAT DO I WANT TO USE IT FOR?  

CAN WE…?



• The Meeting Process

• The Meeting Model
BEST

Practices

PROVEN
Practices



To Surge
or

Not To 
Surge?



• Contact clients and 
provide Acuity link
6 weeks out

• Send “reminder to 
schedule” email 
4 weeks out

• Call clients that 
haven’t scheduled 
3 weeks out

• Send Meeting 
Confirmation Letter
Upon scheduling

• Review client situation; 
confirm Meeting Agenda 
4 weeks out

• Email Meeting Agenda to 
client for feedback
3 weeks out

• Engage COI touchpoint 
3 weeks out

• Case Prep: One-Page Plan, 
projections, materials 
2 weeks out

• Reminder Email to client/COI
1 week out

• Prep “Meeting Room”
Day of

• Meeting Room, prepped 
& ready

• If on-site, greet and direct 
to meeting room 

• If virtual, login with 
welcome slide
15 minutes prior

• Meet with client(s) 
75 minutes

• Advisor downloads 
notes & next steps
15 min following

• Draft One-Page Plan/ 
Meeting Summary 
1-3 days following

• One-Page 
Plan/Meeting Summary 
to client 
3 days post (NLT 5 
days)

• Post meeting check-in 
with client
30-60-90 days (tailor)

THE Meeting PROCESS: BEST PRACTICE
4 Simple Steps to a More Streamlined and Satisfying Review Meeting Experience
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• Scheduling email 
w/calendar link

• Reminder email with 
calendar link

• Meeting confirmation letter

• Meeting Agenda
• Meeting reminder with 

agenda for input

• Personal welcome
• Meeting environment
• Meeting materials
• Meeting Agenda
• Talking points 

• Meeting follow-up email

2 PREPARING1 SCHEDULING 3 THE MEETING 4 FOLLOW-UP



6-WEEKS OUT: SCHEDULE
• Meeting invitation
• Send with scheduling link (Calendly, etc)
• Confirmation letter 
• Reminder email  

TEAM PREP: 
Meeting Process 

2-4 WEEKS OUT: PREPARE
• Fill in surge schedule gaps
• Send meeting agenda, request feedback
• Begin case prep 

1 WEEK OUT: TEST-DRIVE
• Confirm scripts/process are ready to go
• Is the office spotless?
• Fresh flowers? Drinks? Treats?
• Inspect conference room
• Case prep review
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Personal 
(check in)

Planning and Portfolio 
(updates/actions)

Products
(solutions)

CARL RICHARDS’

BEHAVIOR GAP



0-5

5-10

10-60Review of 
Statement of 

Financial Purpose 
& Goals

Performance 
Review

Small Talk

BEHAVIOR GAP
Carl Richards’ version

0-5
5-10

10-30

30-50

50-65

65-75

• Closing Question
• Summarize key 

discussion points
• Confirm next 

actions and 
timing

• Client 
Value Adds

• Plan: Am I on track?
What needs attention? 

• Personal 
discussions: 
Clarify & 
confirm goals, 
circumstances, 
changes and 
challenges

• My Agenda,
• Your Agenda

• Welcome
• Opening Conversation
• Clarify Agenda, Timing

• Progress review 
(value added)

• What has their
attention 
right now 

• Portfolio: brief 
investment summary

• Perspective:
market 
commentary, 
reinforcing the 
disciplined approach, 
frame expectations



Plan & Portfolio Review
THE TALK

THE TOOLS

REVIEW ROR AND RISK TOLERANCE
"Your plan assumes X.X% rate of return. Historically, the portfolio we 
constructed has had long-term performance of X.X%. There's a 95% 
probability the range of returns in this portfolio are between X and Y. Do 
these ranges still make sense / feel comfortable?"

UPDATED CONVERSATION POINTS: 
o There’s no such thing as an average.
o Dips always feel worse in real life than the % on the page.
o Tyson says, 'Everyone has a plan until they get punched in the face.’ 
o And that's why I'm here, for times like these, when we need to make 

rational decisions aligned with your goals. Now, let’s talk about…

REVIEW RISK TOLERANCE AND PORTFOLIO ALIGNMENT
“Your portfolio is positioned in a way that gives you the best chance of 
accomplishing your goals in combination with the risk you’re willing to take. 
We don’t want to take on any more risk than you NEED to accomplish your 
goals.”

UPDATED CONVERSATION POINTS: 
o Your portfolio will work over time, but not in a certain, predetermined amount 

of time.
o Help us by not locking in unnecessary losses. Yes, we can get out now. And you 

will feel better, for a while, but you will certainly regret that decision for years to 
come.

o Evaluate and adjust as needed; you are the trusted guide, not the guarantor. 

KEY INSIGHTS, UPDATES & 
DECISION POINTS
o "We ran updated projections and with everything as 

it stands right now...”
o "We'll need to evaluate your options for...”
o "To stay on track without any changes to timing or 

lifestyle, we have a few options to consider...
o "Our best options to stay on track without 

sacrificing/changing ______ are ...”

o Market Handouts
o One-Page Plan / Agenda
o eMoney, MoneyGuidePro
o Portfolio reporting
o Any relevant paperwork



THE TALK

THE TOOLS

ECONOMIC LANDSCAPE / MARKET UPDATES  
o Views on markets, not performance
o Regain agreement on goals and what you will / won’t do 

(remain vigilant, time or chase)
o Keep it simple, brief and plain-spoken 
o Inflation boogeyman

VALUE-ADD and/or EDUCATIONAL UPDATES
o Value-added topic applies to all clients across meeting surge
o E.g., CARES Act, new managers, tax planning, 

client-specific, Finance 101 Kids

AGREEMENT ON ACTIONS
o What is / are our next best step(s)?
o We’ll make sure to talk about that…

o Handouts  
o eMoney, MoneyGuidePro
o Portfolio reporting
o Recommendations
o Paperwork
o Tech driving the planC
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Watch Client Value Adds 
with Adam and Steph 
Bruno in the Library!



Tough Talks
• Client has an issue with performance 
• Client (or client’s spouse) is not engaged
• Client is spending more than they should
• Client is not following advice
• Client questions fees
• Client is unhappy and complaining about…



How Do I Stay 
On Time?



Meeting
Follow 
Up
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Find this in the resources for this session on our event app! 
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APPLYWATCH & 
READ

ACT

• Use the One Page Plan
(your version) 

• Implement your new Model Client 
meeting (rehearse and refine)  

• Build a systematic process / 
automated workflow for client 
review meetings  

• Read & apply the Client Review Process 
and Client Review System Guidebook and 
reference forms #1-10 to design your 
model client meeting and draft 
deliverables

• Watch and apply Goals-Based Client 
Review Lesson 

• One Page Plan, Carl Richards

• Financial Advisor Checklists To Enhance The 
Client Meeting Prep Process, Michael Kitces

• Implementing Client Meeting Surges to 
Boost Advisor Productivity (Kitces.com)

• The Enduring Advisory Firm: How to Serve 
Your Clients More Effectively, Mark Tibergien
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