
Welcome to [Your Company Name]! 

Dear [Client's Name], 

We are excited to have you on board! To ensure a smooth onboarding process, please find below 

the checklist we will be following together: 

Onboarding Checklist 

• [ ] Introduction Call - Schedule a time for an initial discussion 

• [ ] Documentation - Submit any necessary documents 

• [ ] Access Setup - Grant access to relevant tools and platforms 

• [ ] Kick-off Meeting - Schedule a meeting to discuss project goals 

• [ ] First Deliverable - Outline expectations and timelines 

• [ ] Communication Plan - Establish regular check-ins and updates 

If you have any questions, please do not hesitate to reach out to us! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Contact Information] 


