
Welcome to [Your Company Name]! 

Dear [Client's Name], 

We are excited to welcome you as a new client! Thank you for choosing [Your Company Name]. 

We look forward to building a successful partnership with you. 

Onboarding Process Instructions 

1. Initial Meeting: Schedule an onboarding call with your account manager within the next 

week. 

2. Documentation: Please complete and return the attached forms to ensure we have all 

necessary information. 

3. Account Setup: Our team will provide you with login credentials and access to our client 

portal. 

4. Kick-off Call: Join us for a kick-off call where we will discuss your goals and outline the 

next steps. 

5. Resources: Access our Knowledge Base for helpful materials and guides. 

If you have any questions or need assistance, feel free to reach out to us at [contact information]. 

Welcome aboard, and we are looking forward to a great journey together! 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Contact Information] 


