September 29, 2009

<First Name>  <Last Name>

<Address>

<City>  , <State>  <Zip>

Dear <Salutation>,

I wanted to share this quick thought with you.
The definition of service excellence is providing clients with exceptional service quality, being superior at providing such services and excelling at such service. This is the words we live and work by every day. Providing clients such as you with a superior service experience is our most important goal.

To that end, we want you to know to what extent we are prepared to go to provide such service. The following is a partial list of services that we provide to you and all our clients.

· Quarterly account review appointments

· Quarterly investment performance reports and a review of your goals relative to that performance

· Mid-year tax review, year-end performance summary and tax review

· Where applicable, investment contribution/distribution reports

· Investment monitoring

· Constant monitoring of your investments relative to the following

· Time Horizons

· Risk factors

· Expected Returns

· Asset allocation balance

· Tax considerations

· Where applicable, required minimum distributions are calculated and arranged
· Investment allocation changes/re-balancing

· Tracking of outside investments (i.e. retirement accounts, CDs, etc.)

· Financial plan monitoring

· Review of your financial situation and needs relative to your goals

· Tax planning

· Risk assessment and monitoring

· Estate planning and more

· Financial lifestyle planning

· Budgeting

· Tax planning

· Short term goal planning (i.e. vacations, new car, etc.)

 In short, we look at every aspect of your financial condition and keep you informed on your financial progress. More than this, we also provide you with substantial information such as what can be found on our website:

· Client Account Access

· Newsletters 

· Client financial portal

·  Electronic storage of important documents (passport, visa, wills, trusts, etc.)

· Ability to exchange information with us in a secure, encrypted and password protected environment

· Articles of interest

· And, much more!

Further, we also contact you throughout the year with additional information or to simply wish you a happy birthday. We take our relationship with you very seriously and hope that you understand our commitment to service excellence. As always, please feel free to call or email us anytime with any questions or concerns.

Warm regards,

<Advisor Name>

<Title>

