Welcome to [Your Company Name]!

Dear [Client's Name],

We are thrilled to have you on board! To ensure a smooth onboarding experience, we have
prepared a checklist that outlines important steps and information:

Onboarding Checklist

Step 1: Review Contract and Agreement

Step 2: Set Up Your Account with [Platform/Tool Name]
Step 3: Schedule a Kick-off Meeting

Step 4: Share Necessary Documents

Step 5: Establish Communication Preferences

Step 6: Review Project Timeline and Milestones

Step 7: Set Up Payment Information

If you have any questions or need assistance at any point during this process, please feel free to
reach out to your dedicated account manager at [Account Manager's Email].

Thank you for choosing [Your Company Name]! We look forward to a successful partnership.

Best Regards,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]



