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Your Introduction Kit 

The Introduction Kit is a key part of how you educate your prospects in the first meeting, as well as 
existing clients and strategic alliances.  The contents of your Introduction Kit would be the same for each 
of these target audiences – the only thing that would change is the “Cover Letter” accompanying the kit 
to ensure it is appropriately referenced and framed.  This best practice includes the “Prospective Client 
Letter” because it is used with New Client Process.  The “Existing Client Letter” will be covered in Pillar 3 
of the program. 

 

Branding 
 
Your Introduction Kit should be consistent with all other marketing materials you have, including your 
website (if you have one).  Pay careful attention to branding, formatting and language.  Everything 
should look like it fits together and the content must be consistent. 

 

The CUSO Team 
 
The CUSO Team will assist with the development of your Introduction Kit, which must also be approved 
by marketing/compliance prior to use with your clients. 

What follows is a list of some essential components for an effective Introduction Kit that will pique the 
interest of your ideal prospects.  These core pieces would be accompanied by a cover letter introducing 
them to your kit. 

1.  Credit Union Description  

Potential clients will want to learn more about the Credit Union and begin to understand you and any 
other individuals at the Credit Union they may encounter during the financial and/or banking 
process.  As such, you need to provide them with a brief overview about the Credit Union and the 
resources they have access to as a client (i.e. they various types of expertise – not a list of products).   

This piece is intended to establish credibility as well as, fully position the scope of services and 
solutions available at the Credit Union/Organization. 

2.  Our Financial Planning Approach  

You should include a general description of your approach to providing financial solutions and how 
these solutions benefit your clients.  You want to outline your well-defined and client-focused 
approach.  And you want to do it in simple terms and emphasize the partnership approach.  You may 
also wish to describe the sort of person who would most benefit from the specific solutions you 
provide – paint a picture.  Make what you do interesting and at the same time, showcase your 
integrity.   

This aspect of the Introduction Kit plays a key role in showcasing the process-focus of your approach 
versus the traditional product-focus of the competition. 
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3. Your Biography  

This piece is a ‘first impression’ piece for you personally.  It needs to be one-page, professionally 
presented and interesting.   

Be sure to include a photo of yourself so clients know who they are meeting the first time they come 
into your office.  You’ll also want to include your experience and credentials – which is standard on 
biographies.  In addition, be sure to include a paragraph describing who you are personally.  This 
would include things that you are comfortable sharing about yourself about your interests, hobbies 
and passions.  It may also include your involvement in other service organizations or clubs. 

4.  The Organization’s Wealth Team   

This piece reinforces the concept of the wealth continuum available at the organization as well as, 
the importance of collaborating with other related professionals to ensure full coordination of your 
financial affairs.  Some of these professionals may be in direct association with the Credit Union and 
others may not be. 

5. Our Partnership Approach   
 

This piece positions your expectations of your clients as well as, what these clients can expect from 
you.  It defines the criteria for a successful long-term partnership with your clients. 

 
What NOT to Include  
 
Do not include sales material and/or product brochures in your Introduction Kit.  If you lead with 
product, you are following the Sales Model and are on the road to gaining a customer.  If you lead with 
process and people, you are following the Professional Model and are on the road to attracting a client – 
who will become an advocate.  Avoid the temptation to ‘tuck in’ the readily available product pamphlets 
– this is where less is more. 

 
Special Notes 
 
We do not recommend sending out an Introduction Kit unless someone has given you expressed 
permission to do so (i.e. we don’t rapid fire this out unsolicited).  This information is intended for those 
who have expressed an interest in knowing more about your practice.  In other words, they want to 
know more about you, your team and your approach. 

 


