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Sample Initial Appointment Confirmation Letter
{Date}

{Client name]

{Client address}

{Client city, state, zip}

Dear {Client name}:

The purpose of this letter is to confirm our appointment scheduled for:

{Appointment date}

{Appointment time}

{Appointment location}

Enclosed you will find:

· Practice brochure

· Directions to our office

· Meeting agenda

· Document checklist

· Return envelope for documents

As discussed, we will make copies and return your documents to you at our appointment. 

If for any reason, you find yourself unable to keep this appointment, please contact {Name} at {Phone number} to reschedule.

I look forward to meeting with you and hope you will find our process enlightening and helpful.

Sincerely,

{Advisor’s name}

{Advisor’s title}

Enclosures

LWI Financial Inc. (“Loring Ward”)

Securities offered through Loring Ward Securities Inc., member FINRA/SIPC. #07-287 (07/07)
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