Client Onboarding Guidelines

Dear [Client's Name],

Welcome to [Your Company Name]! We are excited to have you on board. To ensure a smooth
onboarding process, we have outlined the following guidelines:

1. Initial Meeting

We will schedule an initial meeting to discuss your goals and expectations. Please let us know
your availability.

2. Required Documentation

Please prepare the following documents for our first meeting:
e ldentification Proof

e Address Proof
e Any other relevant documents

3. Communication Channels
You can reach us via:
e Email: [Email Address]

e Phone: [Phone Number]
e Client Portal: [Link]

4. Timeline

We aim to complete the onboarding process within [X weeks]. We will keep you updated on the
progress.

5. Feedback

Your feedback is crucial for us. Please feel free to share your thoughts at any stage of the
onboarding process.

We are looking forward to a successful partnership. If you have any questions, please do not
hesitate to reach out.

Best Regards,



[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



