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Onboarding - First Meeting Agenda {OPERATOR}
[bookmark: _cqc314e2c32p]Meeting Details 
· Date
· Time 
· Location / Call-in Number 
[bookmark: _344vrcjgxpp2]Agenda 

Introductions 
· We will also introduce you our team and assigned {ACCOUNT / PROJECT MANAGER}!

Review Program & Key Materials
· Review program deliverables, share ideas and strategies 
· Add in anything you may be discussing during the program (Intake Form / Business Questionnaire)

Next Steps & Timeline 
· Discuss program next steps, timing and key deliverables 

Q&A 
· Go over any questions you may have 

Please let me know if you have any questions!

Looking forward,

{SIGNATURE}
