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Sample Pre-Meeting Package 
Letter and Agenda 

Dear (name of Client(s)), 

We look forward to our meeting with you on (Date) via (Technology) from (start time) to (end time). 

Please find below the details for our video conference call: 

 Join the meeting 
Click here: [insert virtual technology meeting link] 
Dial in: [insert virtual technology meeting phone number] 
Meeting ID: [insert virtual technology meeting ID code] 

Please find below a proposed agenda for our meeting. However, this meeting is designed to address 
the topics that are most important to you—so please don’t hesitate to let us know if you would like us 
to make changes to the agenda. We welcome your feedback! 

AGENDA ITEMS 

1. Check-in: How are you doing? 
2. Perspectives 
• Review of latest commentary around world event & relevant industry news 
• Working with us 
3. Review of your Priorities 
• Family and Relationships 
• Health and Wellness 
• Career and Work 
• Lifestyle and Leisure 
• Community and Giving 
• Anything additional you would like to discuss 
4. Plan and Portfolio Review 
5. Next Steps 

Please do let us know if there is anything else that you would like to add to the agenda or if have any 
questions or concerns. (Team member name) will reach out the day before our meeting to answer any 
technology questions you may have. We look forward to speaking with you on (date). 

Kind regards, 

(Advisor name) 



 

            
            

             
          

             
       

             
             

           
   

           
   

         
            

          
 

       

              
         

            
            

      

       

  

Important Information 

Commissions, trailing commissions, management fees and expenses all may be associated with mutual 
fund investments. Please read the prospectus before investing. The indicated rates of returns are the 
historical annual compounded total returns including changes in unit/share value and reinvestment of all 
dividends or distributions, and does not take into account sales, redemption, distribution or optional 
charges or income taxes payable by any securityholder that would have reduced returns. Mutual funds 
are not guaranteed, their values change frequently and past performance may not be repeated. 

Nothing in this publication is intended to constitute legal, tax, securities or investment advice, nor an 
opinion regarding the appropriateness of any investment, nor a solicitation of any type. This information is 
made available on an "as is" basis. Russell Investments Canada Limited does not make any warranty or 
representation regarding the information. 

Russell Investments is the operating name of a group of companies under common management, 
including Russell Investments Canada Limited. 

Russell Investments' ownership is composed of a majority stake held by funds managed by TA 
Associates, with a significant minority stake held by funds managed by Reverence Capital Partners. 
Russell Investments' employees and Hamilton Lane Advisors, LLC also hold minority, non-controlling, 
ownership stakes. 

Copyright © Russell Investments Canada Limited 2022. All rights reserved. 

Frank Russell Company is the owner of the Russell trademarks contained in this material and all 
trademark rights related to the Russell trademarks, which the members of the Russell Investments group 
of companies are permitted to use under license from Frank Russell Company. The members of the 
Russell Investments group of companies are not affiliated in any manner with Frank Russell Company or 
any entity operating under the “FTSE RUSSELL” brand. 
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