
ONBOARDING
Is it really that important?

WHAT IS IT?

WHAT DOES IT MEAN?

HOW DO I DO IT?

POnboarding essentially is welcoming

your client to your business. You are

solidifying the engagement and you

now have a contract that will represent

the project/task that you have been

hired to do. 

This usually means a formal acceptance

of your proposal.

Service Agreement

Expectations Document

Engagement Invoice

Access Documents

And anything else relevant to

the project/task

Congratulations! Your client has

formally accepted your proposal

and you are now moving to a

service agreement. When this

happens, there are a few things that

you need to get in line. These are:

This is the point when you formally

accept your client info your

business. You have discussed the

tasks at hand and you have made

clear expectations around how you

will work together and how the

project will be delivered. 

Everyone has their own style of

doing their onboarding, and this

normally depends on your core

values, your expectations, your

preferences, your systems and how

you like to operate. 

Let's have a closer look ...



12 STEPS TO
SUCCESSFUL
ONBOARDING

Welcome email: Send a welcome email with your service

agreement

Onboarding questionnaire: Get your client to fill in your

questionnaire - learn as much as you can about them!

Compliance & Payment: Wait until the contract has been

signed and your engagement invoice paid before you start

any work. (Could these be automated?)

Pick your team: Are you working on the client or a member

of your team? Make sure the client brief is spot on!

Set up the project: Add the project to your preferred project

management system/workflow

Meeting: Have a meeting with your team/subbie if

applicable and share all relevant info

Intros: Do you need to introduce anyone to your client from

your team? Will someone be working with you that needs

to say "hi"?

Kick-Off Meeting: Communicate next steps with the client

and let them know where you will be starting and what to

expect over the coming weeks

Follow up: This is so important! Follow up with a thank-you

email to your client and recap any actions from the Kick-

Off Meeting
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12 STEPS TO
SUCCESSFUL
ONBOARDING

10. Welcome Package: Send your client over some merch! Who

doesn't like receiving that! 

11. Check Up Call: Schedule a call 14 days after you commence

working with your client. Schedule regular checkups going

forward to make sure you are always communicating with

your client.

12. Whoo Hoo! You have now successfully onboarded your

client! 

 

Onboarding is SO MUCH MORE than just signing a contract

and paying an invoice. It is about RELATIONSHIP and setting

the expectations from the start. 

There are MANY others that can do what you do, you need to

be different. You need to set yourself apart from others. 

How are YOU going to be different? 

 


