Client Onboarding Checklist Template
Date: [Insert Date]
Prepared by: [Your Name/Company Name]
Client Name: [Client Name]
Project/Service: [Project or Service Name]
1. Initial Contact
[ ] Confirm receipt of client inquiry
[ ] Set up an introductory call/meeting
[ ] Provide a brief overview of services and expectations
[ ] Collect client’s basic information (company name, contact details)
2. Contract & Agreement
[ ] Draft and send the service agreement/contract
[ ] Review and negotiate terms with the client
[ ] Receive signed agreement/contract from the client
[ ] Set up payment terms and invoicing details
[ ] Send initial invoice or payment request
3. Client Information Collection
[ ] Gather necessary documentation (e.g., ID, tax info)
[ ] Collect detailed project requirements from the client
[ ] Create client profile in CRM or internal system
[ ] Obtain any required logins, access details, or assets (if applicable)
4. Kickoff Meeting
[ ] Schedule a project kickoff meeting
[ ] Introduce key team members to the client
[ ] Review project timeline, milestones, and deliverables
[ ] Set clear communication channels and points of contact
[ ] Confirm client expectations and objectives
5. Project Planning
[ ] Develop project plan and timeline
[ ] Assign tasks to internal team members
[ ] Share project plan and timeline with the client
[ ] Receive client approval on the plan and schedule
6. Tools & Systems Setup
[ ] Set up project management tools and grant client access (if applicable)
[ ] Establish communication platforms (e.g., Slack, email, etc.)
[ ] Provide any necessary training on tools or platforms
[ ] Test and confirm system functionality with the client
7. Deliverables
[ ] Outline the first set of deliverables
[ ] Send initial deliverables to the client
[ ] Gather client feedback and make any necessary revisions
[ ] Schedule ongoing check-ins and update meetings
8. Regular Communication
[ ] Establish a routine for regular updates (weekly/biweekly)
[ ] Provide progress reports to the client
[ ] Ensure client feedback is continuously integrated into the project
9. Ongoing Support & Relationship Management
[ ] Schedule a check-in to ensure client satisfaction post-delivery
[ ] Offer additional services or support as needed
[ ] Maintain a follow-up schedule (monthly or quarterly, as needed)
10. Completion & Follow-up
[ ] Review final deliverables with the client
[ ] Collect final payment or close any outstanding invoices
[ ] Request client feedback or testimonials
[ ] Send a thank-you note or follow-up email
[ ] Close the project and archive client documentation




