Sample Letter to Introduce New Team Members
(Date)

(Address Merge)

(Salutation):

I make it a point to provide you the best possible service that I can manage and will continue to do all that I can to assure your ongoing satisfaction and good will.  In order to further heighten this caliber of service to you, my valued client, (name), my Financial Advising Colleague, ABCDEF, and our shared Sales Assistant, TUVXYZ, will also be playing a greater role towards the effective running of our business services.

To make sure you are current, ABCDEF’s primary areas of focus include:
· A

· B

· C

· D

TUVXYZ will be primarily responsible for:

· Providing information on accounts, like cash balances, account values, etc.

· Completing requests for stock reports or other investment information.

· Consolidation of all account requests, into you (type) account.

· Processing check requests, address changes and new phone numbers.

Consequently, the “team” approach will allow me to do more of what I can do best for you – helping you grow and manage your assets towards helping you achieve your financial objectives.  To keep you up to date, my current areas of focus include:

· Initial interview for financial overview.

· Quarterly/annual reviews and asset allocation recommendation.

· Investment manager searches as well as portfolio/investment selection.

· Special projects, as needed.

· Any questions regarding goals, market movements and account performance.

Once again, thank you for all the confidence and trust that you have placed in me over the years.  As has been my custom, I am always available to speak with you directly and I think that you will find, as I have, that ABCDEF and TUVXYZ will help me be a better financial services professional for you.  Until we speak again, if there is ever anything we can to do to be of additional service, please feel free to call.

Sincerely,

