Client Onboarding Welcome Letter

Date: [Insert Date]

Dear [Client's Name],

Welcome to [Your Company Name]! We are excited to have you on board as our new client in
the aviation industry. Your trust in our services means a lot to us, and we are committed to

providing you with the highest level of service.

To ensure a smooth onboarding process, please find the following important information:

1. Onboarding Steps:

e Introduction Meeting: We will schedule a meeting to discuss your specific needs and
expectations.

o Documentation Review: Please prepare your relevant documentation for our records.

o Implementation Plan: We will outline a plan tailored to your requirements.

2. Key Contacts:

Your primary contact will be [Contact Name], who can be reached at [Contact Email] or
[Contact Phone Number].

3. Resources:

For additional information, please visit our website at [Website URL] or access our client portal
at [Client Portal URL].

We look forward to a successful partnership and are here to assist you at every stage. If you have
any questions, please do not hesitate to reach out.

Best regards,

[Your Name]

[Your Job Title]

[Your Company Name]
[Your Phone Number]
[Your Email]



