
Welcome to [Your Company Name] 

Dear [Client's Name], 

We are thrilled to have you onboard and look forward to a successful collaboration with you. At 

[Your Company Name], our mission is to provide exceptional services tailored to meet your 

needs. 

Your main point of contact will be [Contact Person's Name], who can be reached at [Contact 

Person's Email] or [Contact Person's Phone Number]. They will guide you through the 

onboarding process and be with you every step of the way. 

To get started, we would like to schedule an introductory meeting to discuss your goals and 

expectations. Please let us know your availability for the upcoming week. 

Thank you for choosing [Your Company Name]. We are excited to work with you! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Phone Number] 

[Company Website] 


