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Working Master Onboarding Checklist 

Optional Payment with Owner - If Prospect Says "YES, I'M IN":
· Try to get client to pay over the phone if you can {OWNER}
· Send Service Agreement if you can close everything over the phone / in meeting {OWNER} 

Owner Hands off to Operator (email or over the phone):
· Option 1 - Either owner explains handoff on the phone with client {OWNER}
· Option 2 - Owner sends an email to client and cc's Operator using template {OWNER}

Send Payment Email {OPERATOR}:
· Send Payment Email using template 
· Sign-up to Hello Sign

Send Welcome Email {OPERATOR}:
· Send Welcome Email using template 

Follow-up with Client {OPERATOR}:
· Follow up on proposal if you don't hear back from client within 24 - 48 hours using template {OPERATOR}
· Follow up in 3 business days if you don't hear back using template {OPERATOR}
· Follow up again in 7 days if you don't hear back / phone call using template {OPERATOR}


Collect files from client and store in system {OPERATOR}:
· Review checklist template and make whatever changes you see fit based on the needs of your business!
· Collect signed files and store in system {OPERATOR}

Client Setup {OPERATOR}:
· Review checklist template and make whatever changes you see fit based on the needs of your business!
· Set client up in your system {OPERATOR}

Schedule First Meeting Template {OPERATOR:
· Create your agenda using template {OPERATOR WORK WITH OWNER}
· Schedule First Meeting with Client / team using scheduling software {OPERATOR}
· Schedule notification reminders and confirm appointment {OPERATOR}
· Add notes to your CRM (notes will eventually go into your calendar invite) {OPERATOR}
· Send reminder to Owner {OPERATOR}

Follow-up Meeting Thank You & Notes {OPERATOR}:
· Send Thank you email to client {OPERATOR from OWNER}
· Write up meeting notes for team {OPERATOR - GET NOTES FROM OWNER}
· Add meeting notes to CRM {OPERATOR}

One Week Client Check-in:
· Follow up onboarding survey {OPERATOR} - optional
· Send client report {OPERATOR} - optional
· Send first month project update and status {OPERATOR} - optional
 
Four Week Client Check-in:
· First touch base call / email {OPERATOR} - optional
· Follow up email regarding information requested at meeting {OPERATOR} - optional
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