
Sample Letter to Client called “Pre-Discovery” 

Dear Mr./Mrs. Prospect,

We’re pleased to have met you and we’re looking forward to seeing you in our office 
located at [123 Street Name] [City], [ST] [ZipCode].  This letter provides you with an 
appointment reminder, so you will be able to make the most of our time together. We 
have you scheduled to meet with us for one-hour at: 

[Month/Day] [Time] 

When you arrive at our office, you will be greeted by our friendly staff and offered a 
beverage from our menu. You will then be escorted to our conference room. Please 
make yourself comfortable and we’ll join you there. 

During your Discovery meeting we’ll first address any questions you may have. Once 
we’ve answered those items to your satisfaction, we’ll have a few questions for you. 
Additionally, to create the most accurate picture of your comprehensive retirement plan, 
including your Social Security benefits, please bring the items below. We require the 
listed items for performing proper suitability and due diligence. 

• Most Recent Social Security Projected Benefit Statement. 
Note: Should you require assistance in printing out your Projected 
Statement of Benefits, or setting up your account, please arrive 15 
minutes early.

• Current Statements from:
o Investment and Retirement Accounts
o Bank Accounts. Note: if you are currently holding any Certificates 

of Deposits (CDs), please provide a list of interest rates and 
maturity dates.

o Previous year’s tax return.
o Previous three month’s Pay stubs

• Will, Trust and Power of Attorney Documents (if applicable).

Our team can’t wait to meet you. We’ve allocated 60 minutes for your discovery meeting. 
This will give us time to answer you questions and evaluate your current situation. 

Sincerely, 

If you are affiliated with a Broker/Dealer or Registered Investment Advisor, you are responsible for 
submitting this material for their review and for adding any additional disclosures. 


