BUSINESS CONSULTING

Guiding your
clients to fees
A GETTING STARTED WORKBOOK

For financial advisor use only.

How to move your clients in A or C share
mutual funds to a fee-based business model
For some clients a level fee-based account
is a better suited alternative than the
commission-based products in which they
were previously invested. Once you have
made the decision to move a portion of your
clients from commission-based investments
to a fee-based solution, you want to know
where to start and how to make the move
as easy as possible. The purpose of this guide
is to provide the framework to successfully
move your clients into fee-based accounts,
while setting you up for continued success.
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Follow these steps to move your clients
into fee-based accounts

1

Identify Which Accounts to Move
Optional

+ Refine Your Value Proposition
+ Create a New Service Model
+ Decide How Often to Contact Clients
2

Develop a Service Transition Plan

3

Communicate With Your Clients

4

Identify the Best Fee-based Products for Clients Using
the AssetMark Discovery Questionnaire

Need more help? Call
AssetMark at 844-540-0972 or
visit www.AssetMark.com

Each worksheet in this workbook is available in a customizable, online format. If you would like more information about how to access the online versions of the worksheets contact
AssetMark by calling the number above.
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1

I	 dentify Which
Clients to Move

The first step in transitioning your clients from A or C share products to a fee-based business
model is identifying them. Below is an example of how accounts can be organized.
A OR C SHARE CLIENT IDENTIFICATION WORKSHEET (This page may contain confidential client information.)
Account Identifier

Account Type

Household

Date of Last Fee Paid

Example: Acct #3417692

Mutual Fund

John Smith

01/01/2016

Example: Acct # 1786463

Variable Annuity

Jane Doe

06/01/2018

*

Follow-Up

X

It is important to flag clients who were charged a commission within the last 24 months. If you
recently charged a client an up front commission on a product, you need to consult with your
broker-dealer on timing for when they can be charged a fee.
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Optional: Refine Your Value Proposition

A value proposition is a clear statement that explains how your unique approach and services
can help your clients.

EXAMPLE

We work with young executives who are concerned about the long-term security of their family’s financial future.
(Target Client/Statement of Need)
Through our detailed discovery, implementation and monitoring processes, we work with you to develop a sound
financial plan that reduces uncertainty and gives you peach of mind. (How we can help solve your problem)
At XYZ Financial, we believe in goal-based planning, constructing properly allocated portfolios that don’t expose you to
unnecessary risks, and hiring best-of-class strategists to ensure you have the highest potential for success. (Philosophy)
We accomplish this by consolidating all your assets into one real-time view that you can access wherever you are, by
working with your other financial professionals to ensure we are working collectively to help you achieve your goal, and by
implementing a regular communication plan that delivers a level of service that exceeds your expectations. (Differentiation)
By working with XYZ Financial you will have confidence in the work we do and our efforts to understand your concerns
and anxieties. We promise to strive each day to become your financial steward and most trusted advisor. (Key Benefits)

Target Client/Statement of Need

How we can help solve your problem

Philosophy

Differentiation

Key Benefits

For financial advisor use only.

AssetMark | 05

+

Optional: Create a New Service Model

After you have identified which clients will need to be moved out of A or C share products, you may
want to define what services you will offer in addition to replacing their current investment vehicles.
CLIENT SERVICE MODEL WORKSHEET

EXAMPLE: Financial Planning
Minimum $250,000
EXAMPLE: Core Investment Management
Minimum $100,000
•
•
•
•
•
•
•

Review goals and objectives
Risk tolerance analysis
Net-worth analysis
Cash-flow analysis
Asset allocation
Portfolio rebalancing
Tax and cost basis reporting

•
•
•
•
•
•
•

Financial position analysis
Retirement need analysis
Distribution strategies
Tax planning
Estate planning
Account aggregation
Document vaulting

• P
 lus all Core Investment
Management Services

EXAMPLE: Comprehensive Wealth
Management Minimum $500,000
•
•
•
•
•

Conservation of wealth
Trust integration
Charitable giving tax strategies
Executive compensation
Gifting

• P
 lus all Core Investment
Management Services
• Plus all Financial Planning Services

EXAMPLE: Comprehensive Wealth
Management Minimum $500,000
EXAMPLE: Financial Planning
Minimum $250,000
EXAMPLE: Core Investment Management
Minimum $100,000

*

This is a great opportunity for you to explore additional ways to help clients on a deeper level.
Also, think about creating a specific service model for small accounts.
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Optional: Decide How Often to Contact Clients

Through meetings, calls, client events, and other communications, you define your client
engagements and create the ‘stickiness’ that is essential to an ongoing fee-based practice.
ANNUAL CLIENT COMMUNICATIONS BY ACTIVITY SAMPLE
Tier A

Tier B

Tier C

In person client meetings

3x

2x

1x

Client one-on-one phone calls

3x

1x

0

12x

12x

12x

Client Events

2x

1x

0

Other Communications

3x

2x

1x

Tier A

Tier B

Tier C

Email/ Mailed Communications

ANNUAL CLIENT COMMUNICATIONS BY ACTIVITY SAMPLE

In person client meetings

Client one-on-one phone calls

Email/ Mailed Communications

Client Events

Other Communications
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	Develop a Service
Transition Plan

Using your service model, identify the service tier that will best suit your commissions-based clients.
You may prefer to discuss the transition from a commissions-based model to a fee-based model with
your clients in their client review meetings. Whether you meet with clients, call them, or send them a
letter, be sure to explain how a fee-based system puts their interest first.
CLIENT COMMUNICATION SCHEDULE WORKSHEET
Name

Meeting Date

Transition Date

Service Tier

Example: John Smith

9/1/16

1/1/17

Tier A

Example: Jane Doe

9/5/16

1/1/17

Tier C

*

Notes

It can be helpful to start the transition with your trusted clients or less complex clients.
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3

	 ommunicate With
C
Your Clients

Below is a sample letter you can send to your clients to explain the reasons for moving their
accounts from commission-based products into fee-based accounts; it outlines some of the
benefits of moving their accounts over. The items in blue require you change the information.

Dear Client,
As a valued client, we would like to thank you for trusting Firm Name with your financial planning and wealth management needs. It
is our mission to give you with the best investment services and tools to meet your goals.
Part of the value we provide is to watch over your investment portfolio and measure it against your long-term goals. The past
several years have seen a shift in the way investment management and financial advice are delivered. We believe the time is right
to begin the process of transitioning your current commission-based investments into a fee-based asset management platform.
Since the financial crisis of 2008, the global economy has continued to trend toward a faster paced and less predictable state.
Heightened volatility and sustained low interest rates are a few symptoms of this. This is best dealt with by investments that can be
rebalanced and adjusted quickly if needed. A fee-based account will enable us to monitor and modify your accounts without the
transaction costs that would currently be incurred.
The solutions available to financial advisors have also grown in sophistication and technical complexity. Fee-based accounts have
reached a point where they can provide enhanced capabilities at a manageable cost. Regulatory changes such as the Department
of Labor’s fiduciary rule mean that commission products will continue to be deemphasized, reducing the number of compelling
products available. Our belief is that now is the appropriate time to move your portfolio out of commission-based products and into a
fee-based account.
OPTION 1: As part of transitioning our clients into fee-based accounts, we are implementing a service model that will meet
the needs of our clients at a reasonable cost. I will be reaching out to you in the near future to begin discussing how this
service model can provide you the ideal level of service.

OPTION 2: As part of transitioning our clients into fee-based accounts we would appreciate you filling out a Discovery
Questionnaire. This will allow us to identify the best fee-based products for you and ensure a smooth and beneficial
transition.

If you wish to contact me sooner, or have any questions, please reach out to me at xxx-xxx-xxxx or via email at
advisor@advisor.com. As always, we enjoy working with you and truly appreciate your decision to work with us to reach
your goals and plan for the future.
All the best to you and your family,

Advisor Name

Any materials developed or used to communicate with clients regarding performance, investment strategies, or any other investment related topic should be reviewed by your
Broker Dealer and/or compliance department before use.
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3

	 ommunicate With
C
Your Clients (continued)

SAMPLE FOLLOW UP EMAIL

Dear Client,
I wanted to check in to see if you received an important letter from us last week. The letter outlined
OPTION 1: the way we are evolving our service model to do a better job for you and your family.
OPTION 2: our decision to move to fee-based accounts and the included a Discovery Questionnaire that will allow us to identify the
best fee-based products for you.
If you have any questions about our upcoming transition and how it will better serve our clients, I would be happy to discuss them with
you. If you are available, I would like to set an in-person meeting for next week so you, your spouse, and I can review your situation,
discuss our exciting new changes and make sure you are getting the most out of your accounts with us.
Thank you,
Advisor Name

FOLLOW UP EMAIL WORKSHEET

Dear

Thank you,

Any materials developed or used to communicate with clients regarding performance, investment strategies, or any other investment related topic should be reviewed by your
Broker Dealer and/or compliance department before use.
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3

	 ommunicate With
C
Your Clients (continued)

FOLLOW UP EMAIL WORKSHEET

Dear

Thank you,

FOLLOW UP EMAIL WORKSHEET

Dear

Thank you,

Any materials developed or used to communicate with clients regarding performance, investment strategies, or any other investment related topic should be reviewed by your
Broker Dealer and/or compliance department before use.
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3

	 ommunicate With
C
Your Clients (continued)

SAMPLE CLIENT DIALOGUES

You are recommending a switch from commissions to fees because you are incorporating this client into your
greater wealth management service model.

“You of course know about our investment management solutions, but you may not be aware that we have a variety of other
comprehensive services, such as tax planning, financial planning, cash flow analysis, business planning, and more. We are preparing to
rollout a new service model that will provide these and other services to clients at an affordable cost. Though you may not need all of
these advanced services at this point in your life, we would like to move your accounts into this framework so that we can provide you the
right services when they become necessary, while keeping their costs reasonable.”

SAMPLE CLIENT DIALOGUES WORKSHEET

Any materials developed or used to communicate with clients regarding performance, investment strategies, or any other investment related topic should be reviewed by your
Broker Dealer and/or compliance department before use.
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3

	 ommunicate With
C
Your Clients (continued)

SAMPLE CLIENT DIALOGUES WORKSHEET

SAMPLE CLIENT DIALOGUES WORKSHEET

Any materials developed or used to communicate with clients regarding performance, investment strategies, or any other investment related topic should be reviewed by your
Broker Dealer and/or compliance department before use.

For financial advisor use only.

AssetMark | 13

4

	Identify the Best Fee-based Products for Clients
Using the AssetMark Discovery Questionnaire

The AssetMark Discovery Questionnaire is a tool that financial advisors can use with clients to
help them define their goals, establish their investment time horizon and understand their ability
to accept risk and loss. Through a series of short questions, advisors will be able to identify the
best fee-based products for their clients.
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How AssetMark Helps You!
AssetMark supports you in your life’s work—helping clients thrive. By giving you the tools you need
to be successful, we free you up to help your clients reach their goals. We are driven by a mission
and set of values that puts you and your clients first.

Asset Management
Excellence

Compelling
Technology

Thought
Leadership

Deep
Relationships

Underpinning all of our services is a deep commitment to asset management excellence, compelling technology and thought
leadership. These principles inform our business strategy and reflect our commitment to building deep relationships with
advisors, investors and each other.

With local support to help you and your clients

Chicago, IL

State College, PA
Concord, CA

Encino, CA
Sarasota, FL

Phoenix, AZ
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Need more help? Call
AssetMark at 844-540-0972 or
visit www.AssetMark.com

IMPORTANT INFORMATION
This is for informational purposes only, is not a solicitation, and should not be considered investment
or tax advice. This information has been drawn from sources believed to be reliable, but its accuracy
is not guaranteed, and is subject to change.
AssetMark, Inc.
1655 Grant Street
10th Floor
Concord, CA 94520-2445
844-540-0972

For financial advisor use only.

AssetMark, Inc. is an investment adviser registered with the Securities and Exchange Commission.
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