
Client Onboarding Meeting Invitation 

Dear [Client's Name], 

We are excited to welcome you to [Your Company's Name]! We would like to invite you to an 

onboarding meeting to discuss how we can best support your needs and goals. 

Date: [Insert Date]  

Time: [Insert Time]  

Location: [Insert Location or Video Conference Link] 

During this meeting, we'll cover: 

• Your specific requirements and expectations 

• Overview of our services and processes 

• How we will work together moving forward 

Please confirm your availability for the proposed date and time. We are looking forward to 

working with you! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company's Name]  

[Your Contact Information] 


