
Client Onboarding Letter 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Company Name] 

[Client's Address] 

Dear [Client's Name], 

We are pleased to officially welcome you to [Your Company's Name]. We appreciate your trust 

in us as your strategic advisor for your upcoming merger and acquisition process. 

As we embark on this journey, our team is committed to understanding your specific goals and 

objectives. We have outlined an initial plan to ensure a smooth onboarding experience: 

1. Kick-off Meeting: We propose scheduling a meeting to discuss your vision and 

expectations in detail. 

2. Information Gathering: Our team will require access to relevant documentation and data 

to conduct our analysis effectively. 

3. Communication Plan: We will establish a communication strategy to keep you updated at 

every stage. 

We believe that effective communication and collaboration are key to a successful partnership. 

Please feel free to reach out to me directly at [Your Email] or [Your Phone Number] should you 

have any immediate questions or concerns. 

Looking forward to a fruitful collaboration. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Company's Name] 

[Your Company's Address] 

[Your Company's Phone Number] 

[Your Company's Website] 


