
Client Onboarding Process 

Dear [Client Name], 

Welcome aboard! We are excited to have you as our client. To ensure a seamless onboarding 

experience, please follow the steps outlined below: 

Onboarding Steps 

1. Complete the Client Information Form 

2. Submit Required Documentation 

3. Schedule Onboarding Meeting 

4. Review Services and Set Goals 

5. Set Up Payment Method 

6. Finalize Agreement 

Required Documentation 

• Proof of Identity (e.g., passport, driver's license) 

• Business Registration Documents (if applicable) 

• Tax Identification Number 

• Financial Statements (if applicable) 

If you have any questions during the process, please do not hesitate to reach out to us at [Contact 

Information]. 

We look forward to working with you! 

Best regards, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


