
 Introduction Kit Cover Letter & Confirmation 

Include the Cover Letter with the Introduction Kit being sent to your existing client. 

Refer to the sample below.


[Date]

[Name]

[Address]

[City, Province]
[Postal Code]

Dear [Existing Client],

I look forward to our upcoming meeting and would like to confirm the meeting details as follows:

Date:






Time:





Address:

During this meeting, I will begin with a brief update on some enhancements I am now able to provide in regards to planning for your financial security and future prosperity.  

I will also get a complete update on your situation and get a clear understanding of what is most important to you.  If there are areas you would like to discuss further that reference specific items or documents you currently have, please bring these items to our meeting.

I have also included a copy of our new Introduction Kit, which I will explain more in our meeting.

If you have any questions, feel free to contact me.

I look forward to seeing you.

Sincerely, 

[Name]

[Title]

[Organization]
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