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22 October 2019
Dear [CLIENT NAME],
Thanks again for taking the time to speak to me. That first step is often the hardest, and you’ve already done it!
  Step 1. Get in touch
I’ve got you booked in for an appointment, so we can continue to work through your money issues together.
Your appointment is at:
[TIME] on [DAY] [DATE]
[LOCATION]
with [ADVISER NAME]
What do you need to do now?
  Step 2. Let us know
Our services are in high demand, so please let me know if you can’t come to your appointment by email or calling [TEL].
  Step 3. Start to prepare
I’ll contact you in the following days with important information about your appointment – keep a look out for my letter.
In the meantime, if you have any questions at all, call me on [TEL]
I look forward to seeing you soon.

Yours sincerely,
[ADVISER NAME]
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[TEL]
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