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1. Craft Clear Messages
Long texts get ignored. Stick to 
essential details: date, time, and any 
documents needed. Keeping your 
reminders brief and focused will 
improve response rates and reduce 
follow-up questions.

2. Nail Your Reminder Timing
Blasting clients with too many 
reminders can backfire. Send your first 
text 48 hours before their tax 
appointment—this sweet spot gives 
them enough time to gather those 
W-2s and 1099s without forgetting.

3. Add Calendar Links
Make scheduling foolproof. Include 
one-click calendar links in every 
reminder: "Tax Review tomorrow 2 PM. 
Click to add to calendar [link]." Clients 
who add appointments to their 
calendars are more likely to attend.

4. Flag Urgent Sessions
Some appointments can't slide. Add 
clear urgency markers for deadline-
driven meetings: "DEADLINE ALERT: 

April 12, 2 PM—Final Review before 
Corporate Filing." Critical sessions 
need distinct reminders.

5. Add Service Updates
Use reminders to flag changed 
services. Alert clients about new 

tools or processes: "Tax Planning 

2 PM—We've updated to the new 
crypto reporting system. No extra 

docs needed."

6. Make Rescheduling Simple
Life happens, even to the most 
organized clients. Include a simple way 
to reschedule within your reminder: 
"Can't make it? Reply RESCHEDULE to 
view the next available slots."

7. Customize Alerts
Morning meetings need different 
reminder times than afternoon slots.  
For example, send afternoon 
appointment reminders early in the  
day—it gives clients time to prepare. 
For morning meetings, an evening-
before reminder works best.

8. Set Up Backup Contacts

and Methods
Business owners often have 

assistants managing their calendars. 
Ask clients for a backup contact who 
also gets reminders. Many firms find 
this especially useful with larger 
business clients.

9. Create Response-

Based Automation
Set your system to adapt to client 
behavior. When someone confirms 
immediately, they get just a final 
reminder. No response within 24 

hours? Trigger an automatic 

follow-up with "Quick check—do 

we need to reschedule?"

10.Track Response Patterns
Different clients respond differently to 
reminders. Monitor which type of 
appointments face the most no-shows 
and adjust your strategy. Tax season 
requires more frequent reminders than 
quarterly reviews.

11. Stay Professional

and Compliant
Text reminders require client 

consent. Make opt-out options clear 
and stick to business hours for sending 
reminders (7 AM-9 PM). Maintaining 
boundaries matters—especially 

when handling sensitive 

financial information.
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