Thank you for attending a recent Empowering Women Course and scheduling your no-obligation consultation. We hope you found the information discussed during class helpful.  
In order to provide you with a complete and comprehensive overview, it is very helpful if you bring the following records with you to our first appointment:

· your most recent tax return

· statements for any mutual funds, stocks, and/or bonds 

        (these statements need to include details of each position-symbol and quantity)
· variable annuities or fixed annuities

· life insurance policies and/or long-term care insurance policies
I recognize the confidential nature of these documents; however, reviewing them will allow me to get a true understanding of your current retirement strategy. I would then be able to suggest recommendations for improvement.
Please keep in mind that this consultation is part of the Empowering Women course and designed to simply review your current retirement plan. 
Thanks again, and I look forward to our meeting:

Date: 

Time:
  Please arrive 5-10 minutes early and don’t forget your personal information sheet.

Location: [INSERT ADDRESS HERE]
Warm regards,

[INSERT FIRM NAME HERE]
