Financial Advisor Customer Service Email Templates
Six financial advisor customer service email templates, from a new-client welcome to market reassurance and annual reviews, that deepen trust and retain clients.
New client welcome
When to use: Use this right after a new client signs on.
Subject
Welcome to [firm name]
Email
Hi [client name],
Welcome, and thank you for trusting [firm name] with your financial future. I do not take that lightly.
Here is what happens next:
•  We will complete your onboarding and confirm your accounts are set up.
•  You will always know how to reach me, and I will check in on a regular schedule.
•  Our first step together is [next step], which I would like to do by [timeframe].
If anything is ever unclear, just ask. Clear communication is part of the job.
Best,
[advisor name], [firm name]
Meeting recap
When to use: Use this after a review or planning meeting, to confirm what was discussed.
Subject
Recap of our conversation
Email
Hi [client name],
Thank you for your time today. So we are on the same page, here is a short recap of what we discussed and agreed.
Key points and next steps:
•  A summary of what we talked through.
•  What you are doing on your side, if anything.
•  What I am handling, and by when.
The next step is [next step], and I will follow up by [timeframe]. If I missed or misstated anything, just reply and I will correct the record.
Best,
[advisor name]
Market volatility reassurance
When to use: Use this when markets are volatile and clients may be anxious.
Subject
A note during a bumpy market
Email
Hi [client name],
Markets have been choppy, and I wanted to reach out before you had to wonder.
A few steady reminders:
•  Your plan was built with times like this in mind.
•  Short-term swings are part of long-term investing.
•  We are watching, and we will act on your plan, not on the headlines.
This note is general and not specific advice. If you would like to talk through your own situation, the next step is [next step] and I am glad to make time.
Best,
[advisor name], [firm name]
Annual review invitation
When to use: Use this to invite a client to their annual review meeting.
Subject
Time for your annual review
Email
Hi [client name],
It is time for our annual review, and I would like to make it genuinely useful for you.
We will cover:
•  Any changes in your life, goals, or plans.
•  Where things stand and what, if anything, to adjust.
•  Your questions, big or small.
The next step is [next step] to find a time, ideally before [timeframe]. Come with whatever is on your mind. This meeting is for you.
Best,
[advisor name]
Document request
When to use: Use this when you need paperwork or a signature to move forward.
Subject
One document to keep things moving
Email
Hi [client name],
To move your paperwork forward, I need one thing from you.
Here is what and how:
•  The specific document or signature required.
•  The simplest way to send it back securely.
Once I have it, the next step is [next step] and I can take it from there. If it is easier to do this on a quick call, just say the word. Could we wrap this up by [timeframe]?
Best,
[advisor name]
Relationship check-in
When to use: Use this as a periodic, no-agenda check-in with a client.
Subject
Just checking in
Email
Hi [client name],
No agenda here, I just wanted to check in. It has been a little while, and I like to make sure the people I work with are doing well.
Is there anything on your mind, financial or otherwise, that I can help with? Sometimes the most useful conversations start with no particular reason.
If you would like to talk, the next step is [next step]. And if not, just know I am here whenever you need me at [firm name].
Best,
[advisor name]
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