Transition Meeting Booking Script 




Use the following telephone script as a guide to assist you with booking the Update Meeting.


· May I speak with [Transitioned Client Name] please?

· This is [MFIS] calling from [Organization].

· The reason I am calling today is to follow up on the letter you recently received from [FP Name], Financial Planner.

· I’d like to take a minute to introduce myself and arrange our first appointment together.  

· My name is [MFIS Name] and I am a Mutual Fund Investment Specialist at [credit union/organization] and I work in collaboration with [Financial Planner’s name]. 

· The letter you received from [Financial Planner] was a result of an important decision made based on their capacity to serve – [credit union/organization] believes in the importance of providing great service to all of their clients and so I’m delighted to let you know I’m now part of this team.

· Going forward, I will be working directly with you to make sure you are getting everything you need – and the first step is setting up our first appointment.  

· During our first appointment, I will conduct a complete review your current situation and solutions, as well as get fully updated your goals – this will help me understand how I am best able to help you going forward.

· I expect our meeting will take between 45 minutes and an hour depending on what may come up.

· When is a convenient time for you to come in over the next few weeks?

Book the meeting accordingly, but no sooner than 1 week out.

· Do you have any questions [Transitioning Client]?

· Thank you for your time and I look forward to meeting you on [Date at Time].
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