
Client Onboarding Process Outline 

Dear [Client Name], 

Welcome to [Your Company Name]! We are excited to have you on board. Below is an outline 

of our onboarding process to ensure a smooth transition: 

1. Introduction Call 

During the introduction call, we will discuss your goals and expectations, and introduce you to 

your dedicated account manager. 

2. Information Gathering 

We will collect necessary information to tailor our services to your needs. Please prepare the 

following documents: 

• Company Registration Documents 

• Tax Information 

• Previous Financial Statements 

3. Service Agreement 

Review and sign the service agreement which outlines the terms of our partnership. 

4. Onboarding Session 

Attend a comprehensive onboarding session where we will walk you through our services and 

answer any questions you may have. 

5. Ongoing Support 

Our team will provide ongoing support and check in regularly to ensure satisfaction with our 

services. 

We look forward to a successful partnership! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


