Last Updated: 
Owner: 
Updated By: 
Status: Draft (or Live): 
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Instructions: Here’ a list of standard things to collect/store and setup for the client during the Onboarding Process. Feel free to make whatever changes you see fit based on the needs of your business!

Client Set-Up 
· Set-Up client folder structure (current / past / prospects)
· Create client template
· Add to CRM / Membership site (send welcome email)
· Add to email marketing system - if needed 
· Schedule client check-ins - if needed 
· Add to Birthday list - optional 
· Optional: Mail gift - optional 
· Add to slack (or any communication tool) - if needed 
· Add to FB / social media - if needed 
· Anything else you need to set up their account in your system

Collect & Store Client Files
· Service Agreement 
· Proposal - if needed 
· Credit Check / References - if needed 
· Intake Form - if needed 
· Business Questionnaire - if needed 
· Logos/ Assets  - if needed  
· Any anything else you need to set up their account in your system/ remove anything not needed
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