S A M P L E
Date
Prospect Name
Address

Address

Dear Prospect:

This letter is to confirm your one hour introductory appointment with (Company Name) on, (Date), at (Time).   

This initial meeting will be an opportunity for you to Take a Candid Look™ at your family and financial situation. To make the meeting as productive as possible, please complete the enclosed worksheets and have them ready for the meeting,  In addition, it would be helpful to see a picture of your family member with special needs so we can all work towards a common goal.  During our time together, we will cover the following topics:

· Introductions

· What brings you here?

· Tell us about your family.

· What keeps you up at night?

· What do you foresee for your future?

· Who is (Company Name)?

· What is The Process for Protected Tomorrows® and can I work for you?

· Next steps

Enclosed you will find information on our firm and the Take a Candid Look™ worksheet.  Please complete the worksheet and checklist and bring with you to the meeting.  

Other documents we would like you to bring with you are:

· (Most recent tax return.)

· (Most recent Social Security Letter.)

We appreciate the opportunity to meet with you so that you can evaluate our services.  This first one-hour appointment is complimentary.  In order to allow us to service as many clients as possible, we request a 48-hour cancellation notice, or a one-hour service fee will be charged to you. If you have any questions prior to the meeting, please give us a call.

We look forward to meeting with you.

Regards,

enc.
