
Welcome to [Your Company Name] 

Dear [Client Name], 

We are excited to welcome you to [Your Company Name] as our valued client. Thank you for 

choosing us for your business process outsourcing needs. 

To ensure a smooth onboarding process, please find the following steps outlined: 

• Kick-off Meeting: We will schedule a meeting to discuss your specific requirements and 

expectations. 

• Documentation: Please complete and return the attached forms to facilitate the setup 

process. 

• Project Plan: Once we have all the details, we will provide you with a comprehensive 

project plan and timeline. 

If you have any questions or require further assistance, please feel free to reach out to your 

onboarding manager, [Manager Name], at [Manager Email] or [Manager Phone Number]. 

We look forward to a successful partnership! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


