
Client Background Information Request 

Date: [Insert Date] 

Dear [Client's Name], 

We hope this message finds you well. As part of our onboarding process, we kindly ask you to 

provide us with some background information to better understand your needs and tailor our 

services accordingly. This information will help us to serve you more effectively. 

Requested Information 

• Full Name: 

• Company Name: 

• Business Address: 

• Industry: 

• Contact Information (Phone/Email): 

• Brief Company Overview: 

• Specific Services Required: 

• Any Additional Notes: 

We appreciate your cooperation and look forward to working together. Please feel free to reach 

out if you have any questions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


