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Welcome Email Template - {OPERATOR}

Hey {NAME},

We would like to welcome you as a new client of {NAME OF COMPANY}! We are very excited to work with you and look forward to getting you onboarded. I have listed a series of information we need to get you onboarded!  Kindly advise if you have any questions.

Payment
The first step is to make your payment {LINK HERE}!

Agreement
We'll be sending over your coaching agreement shortly via {HelloSign}. You'll be able to sign it directly in your browser, and it will be automatically returned to us.

Schedule Your First Meeting 
Please use this {LINK HERE} to schedule your first call with us! This will be a call to introduce you to our team, discuss the program, timeline and next steps!

Business Questionnaire 
Please complete our Business Questionnaire online form, which will help us learn more about yourself! It shouldn't take more than about 10 minutes to fill out. {LINK HERE}. This form will need to be completed before your first meeting! 

Intake Form 
Please complete our Intake form! This form will help us learn more about your business! Download it below, and email it back to us when complete! {LINK HERE}.

Logos/Assets 
Please provide us with a high-res company logo in {FORMAT! We will also need for you to send us {FILES}. {LINK TO UPLOAD FILES}. 

Membership Log-in Info 
We have added you to our internal membership site and you should have received an email {INCLUDE FROM OR SUBJECT LINE SO THEY KNOW WHO THIS CAME FROM} ! Please follow the instructions on the email and let me know if you have any questions! 

Team Bio’s & Contact info 
Here’s a link to checkout our team’s Bio’s and contact info in case you need to reach us! {LINK}.

Please don’t hesitate to reach out with any questions! I will be checking in with you in a few days to see where you’re at with completing your onboarding documents and to answer any questions you may have! 

Warmest Regards,

{SIGNATURE}
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