
Client Onboarding Information Request 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Dear [Client Name], 

We are excited to start our journey together and would like to ensure a smooth onboarding 

process. To assist us in providing you with the best service possible, we kindly ask you to 

provide the following information: 

• Company Registration Details: [Details required] 

• Main Point of Contact: [Name, Email, Phone] 

• Service Requirements: [Specific services needed] 

• Preferred Communication Method: [Email/Phone/etc.] 

• Any Relevant Documents: [List of documents] 

Please send the requested information to us by [Insert Deadline]. If you have any questions or 

require assistance, do not hesitate to reach out. 

Thank you for your cooperation. We look forward to working with you! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


