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To stay competitive and provide 
the greatest client experience 
possible, you need to ensure that 
every client meeting is the best it 
can be.

You’ve got a lot on your plate. Your focus 
should be on the client relationship, not on 
pulling reports and data entry. Outsourcing 
your client prep allows you to focus your 
efforts and your internal resources toward 
other high value tasks while tapping into the 
experience and skills of a full service client 
meeting prep team.

The value we provide far exceeds the cost. 
Working with us allows you to:

•	 Redirect team members toward other 
critical client services

•	 Provide quality assurance to avoid 
missed information or opportunities 
before, during, and after client meetings

•	 Streamline and simplify the client 
meeting prep process so you aren’t 
rushing between client meetings

•	 Reduce the amount of time advisors 
spend preparing for client meetings

•	 Collaborate with seasoned professionals 
on opportunities and recommendations

Bottom line, we help you achieve more while 
doing less, and while making sure clients 
receive the time and attention they deserve.

A Better Client Meeting Prep Process

Enhance the client experience with 
proactive meeting prep utilizing  themed 
meetings and targeted agendas to drive 
personalized conversations with clients.

Enhance

Save precious time by outsourcing so you 
and your team can focus on important 
tasks. Save money by not hiring more staff.

Save

Grow the practice with scalable systems 
and new client opportunities that drive 
practice revenue and profitability.

Grow

Adapt to meet in person or virtually, 
using all of the technology available 
including CRM, Naviplan, and eMeetings.

Adapt



WHERE WE START:
	 ✓ Agreements & Access: Establish FC Agreement and OBO Access via AMPF Forms.
	 ✓ eMeetings Set Up: Establish eMeeting access and establish KMG’s discount. We will ensure you are signed 

up for eMeetings training if you are not we will connect you with a eMeetings specialist at home office to 
establish training

✓ eMeeting and Advisor Agenda Preferences: Create themed meeting agendas and eMeeting preferences 
according to advisor preferences.	

✓ Investment Philosophy & Client Opportunities Preferences: Understand investment & opportunity preferences 
to meet advisors needs.

	 ✓ Submission Process: Review client meeting prep request submission process with from advisor to KMG, 
timeline and actions.

Client Meeting Prep and Coordination
H O W  I T  W O R K S

Access Client Meeting 
Preparation in advance of 
client meeting

ADVISOR RESPONSiBILITY KMG RESPONSiBILITY
Request Submission
• Case Prep Request form through 

CRM.

• Advisor Team completes CPR  
with appointments for preparation 
for a specific calendar week. 1 or  
2 weeks prior to your client 
meetings based upon  
advisor preference. 

WEEKLY CLIENT  
MEETING PREP PROCESS

Data Collection and  
Essential Prep Creation
• Utilizing Ameriprise tools, we collect 

all appropriate client data points 
and create the advisor agenda and 
eMeetings presentation.

Full Prep Report Creation
• Creation of advisor requested  

reports, PMT, Morningstar, etc.

• Preparation of the advisor  
agenda based on meeting  
specific agenda topics.

Upload Prep
• TO WORKSPACE IN CRM. Reports 

can be uploaded to the client’s 
folder in Box through CRM.

ESSENTIAL &
FULL PREP ONLY

CLIENT MEETING 
COORDINATOR

Access Documents in  
FINAL CASE PREP BOX

Review Documents and  
finalize meeting agenda

Case Collaboration Meeting
• Standing weekly online meeting 

with Advisor and KMG meeting 
coordinator.

• Review of each client’s meeting 
preparation for opportunities  
and finalization.

Case Collaboration Meeting
• Standing weekly online meeting 

with Advisor and KMG meeting 
coordinator.

• Review of each client’s meeting 
preparation for opportunities  
and finalization.

Final Prep Finalization & Upload 
to FINAL CASE PREP BOX
• Creation of the Client facing agenda 

and Advisor facing agenda to PDF. 

• Upload client meeting follow up, 
creating insurance reprojection and 
additional reports to AMPF BOX. 
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Traditional and eMeetings Solutions

Our comprehensive client meeting prep services allow you 
to accomplish so much more while doing less work.

*KMG Client Meeting Preparation clients pay a standard rate of $25 for eMeeting Services 
through Ameriprise, which is deducted from the cost of the client prep service.

PRELIMINARY SERVICE ITEMS:     
  
• Preferences and Agenda Structure      
• Box folder and Template Structure       
• Ameriprise Resource List

We’ve designed our services to provide you with 
a turnkey, but still fully customizable solution to 
your client meeting prep needs. Each service is 
adaptable to both live/traditional meetings and to 
the new eMeeting system. 

Client Meeting Coordinator
Bringing your client meeting prep to life!

WHAT WE DO 
•	 Preliminary review and data collection
•	 Customize eMeetings content
•	 Customize Advisor Facing Themed Meeting Agenda
•	 Detailed opportunity review (Advice, Investments, Insurance)
•	 1-hour weekly meeting to review upcoming client meetings

WHAT YOU GET
•	 1 Hour weekly meeting with KMG Client Meeting 

Coordinator
•	 Automated connections with expert resources for 

opportunities
•	 Customized eMeetings presentation
•	 Advisor Agenda with opportunities
•	 Additional Meeting prep items (optional)

$1,000 per month

Receive a dedicated Client Meeting Coordinator to help you drive even better results. 

4

ESSENTIALS
$20 per case*

ESSENTIALS+ Prep
$35 per case*

WHAT WE DO 
•	 Gather your preferences

•	 Generate  client facing and 
advisor facing presentation

•	 Provide you with a templated 
Themed-Meeting agenda in 
eMeetings

•	 Create up to 4 eMeeting 
templates

WHAT YOU GET
•	 eMeeting presentation suitable to 

your preferences

•	 Themed Meeting agenda 
template in eMeetings

WHAT WE DO 
•	 Gather your preferences

•	 Generate  client facing and advisor 
facing presentation

•	 Provide you with a templated 
Themed-Meeting agenda in 
eMeetings

•	 Create up to 4 eMeeting templates

•	 Minimal customization on custom 
content (pre-populated financial 
planning recs)*

•	 Standard reports*

WHAT YOU GET
•	 eMeeting presentation suitable to 

your preferences

•	 Themed Meeting agenda template 
in eMeetings

•	 PDF or imbedded eMeeting reports

FULL Prep
$50-$75 per case*

WHAT WE DO 
•	 Gather your preferences

•	 Generate  client facing and advisor 
facing presentation

•	 Provide you with an advisor facing 
Themed-Meeting agenda

•	 Create up to 4 eMeeting templates

•	 Custom content*

•	 Standard reports*

•	 Personalized advisor agenda 
templated/filled with Ameriprise 
account

WHAT YOU GET
•	 eMeeting presentation suitable to 

your preferences

•	 Themed Meeting Agenda

•	 Custom content*

•	 PDF or imbedded eMeeting reports



The difference KMG made was stark. Everything is scheduled, there’s a 
process, and there’s a customizable client experience Thanks to KMG we are 
now much better financial planners today then before. The value that the 
client receives is high level. Because of that and because we are providing 
great value and quality, we are not shy about what we charge clients.	

- John Everson, The Myrias Group

What Advisors Are Saying

Take The Next Step Toward

Better Client Meeting Prep

If you are ready to see how Key Management 
Group can help you elevate your client meeting 
prep to see more efficiency and greater profits, 
contact Jessica Walla at 248-716-6129 or at 
jwalla@keymanagementgrp.com. 

“

About Us

Key Management Group works directly with practice leaders to define goals and implement 
strategic solutions that accelerate growth, improve efficiency, and increase the value of your 
practice. We focus on the tools, systems, and expertise needed in each phase to help advisors 
like you overcome hurdles and get to the next level while honoring the uniqueness of your 
practice. With decades of experience behind us, we help you make strategic decisions about 
every aspect of your business - including how you hire, manage, compensate, and lead your 
team - while he;ping you drive value in the greatest asset you own, your practice.

Visit us today at keymanagementgrp.com. 
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