
Client Needs Assessment 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Company Name] 

Subject: Client Needs Assessment for Onboarding Process 

Dear [Client Name], 

We are excited to welcome you to [Your Company Name]! As part of our onboarding process, 

we conduct a thorough client needs assessment to understand your requirements and ensure a 

smooth transition. Please take a moment to answer the questions below: 

Client Needs Assessment Questions 

• 1. What are your primary goals for this partnership? 

• 2. Are there specific challenges you would like us to address? 

• 3. What products or services are you most interested in? 

• 4. How do you prefer to communicate and receive updates? 

• 5. Are there any deadlines we should be aware of? 

Your feedback is crucial in helping us deliver the best possible service. Please reply to this email 

with your responses by [Insert Deadline]. 

Thank you for your cooperation, and we look forward to working together. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


