
Welcome to [Your Company Name]! 

Dear [Client's Name], 

We are thrilled to welcome you as our newest client! Thank you for choosing [Your Company 

Name]. We are excited to partner with you and support your needs. 

What to Expect 

Our team will be in touch shortly to discuss the next steps and ensure a smooth onboarding 

process. Please feel free to reach out at any time with questions or concerns. 

Your Key Contacts 

• [Contact Name 1] - [Role] - [Email] - [Phone] 

• [Contact Name 2] - [Role] - [Email] - [Phone] 

Next Steps 

1. Complete our onboarding questionnaire. 

2. Schedule an introductory meeting with our team. 

3. Review our services and resources available to you. 

Thank you once again for trusting us with your business. We look forward to a successful 

partnership! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


