Pre-Onboarding Internal Readiness Checklist
This comprehensive internal readiness checklist shows your firm is fully prepared before engaging with new clients. Each step below is designed to help streamline your onboarding operations, set expectations early, and deliver consistent client experiences.
1. Assign an Onboarding Owner or Team
· Appoint a primary onboarding lead with clear responsibilities.
· Define roles and tasks for each team member involved in onboarding.
· Set KPIs or metrics to track onboarding performance and team accountability.
· Document the escalation process for onboarding issues or delays.
· Schedule regular check-ins for the onboarding team to review progress and process improvements.

2. Prepare Standard Engagement Letters
· Create editable templates for different services (e.g., bookkeeping, tax, advisory).
· Include clearly defined scope of work, fees, timelines, and deliverables.
· Add terms around payment schedules, communication preferences, and cancellation policies.
· Include sections on legal disclaimers, confidentiality, and compliance requirements.
· Store templates in a shared, easy-to-access location for the team.
· Create a process for customizing and reviewing engagement letters before sending.
3. Set Up or Optimize Your Onboarding Tech Stack
· Audit current tools: CRM, practice management software, document portals, e-signature platforms, and automation tools.
· Identify gaps in your current tech stack and explore suitable solutions.
· Standardize client data entry fields and naming conventions across platforms.
· Integrate tools to minimize manual data entry and reduce duplication.
· Ensure secure file-sharing and storage protocols are in place.
· Assign user permissions and conduct internal training for each tool.
· Create internal documentation or SOPs for tech use during onboarding.

4. Develop a Communication Plan and Timeline
· Draft a welcome email template with a warm, informative tone.
· Define touchpoints for the first 30, 60, and 90 days (e.g., intro call, check-in, milestone updates).
· Determine preferred communication channels (email, video calls, client portal).
· Set internal SLAs for response times and message turnaround.
· Automate reminders for follow-ups and task deadlines.
· Prepare FAQs or onboarding guides to send to new clients.
· Create a post-onboarding feedback survey to gather client insights.

Final Review
· Test your internal onboarding process with a mock client scenario.
· Gather feedback from team members involved in onboarding.
· Adjust workflow, communication cadence, or tools as needed.
· Regularly revisit and refine this checklist to stay current with best practices.


Client Details
	Business name
	

	Business address
	

	Phone number
	

	Main point of contact
	

	Bank account number
	

	Credit card information (for processing payments)
	

	Payroll information
	

	Banker contacts
	

	Tax ID Numbers
· Federal
· State
· Local
	

	Website URL
	

	Preferred method of communication
	

	Business goals
	




	Logins for all vendors
	







New Client Onboarding Checklist
This section covers the direct interactions and internal processes once a new client is acquired.
1. Initial Contact & Sales Handoff
· Secure signed agreement
· Ensure sales team provides a comprehensive handover of:
· Client background and goals
· Services discussed and proposed scope
· Notes from sales meetings
· Key contacts and communication preferences
· Conduct an internal sales-to-service handover call.
· Introduce key team members
· Confirm client business goals and pain points
· Review scope of work and deliverables
· Set communication and reporting expectations
· Send a welcome email that includes:
· Warm introduction to the onboarding team
· Recap of kickoff meeting, including summary of agreed services
· Clear list of next steps and who is responsible for each
· Provide a client onboarding pack:
· Checklist of required documents
· Instructions for using the secure client portal
· Key deadlines for document submission
· Links to helpful resources or videos
· Set and communicate submission deadlines:
· Confirm client understanding and agreement to timeline
· Add reminders into your project management or CRM



2. Collect Documents & Agreements
· Send customized engagement letter:
· Tailored to client’s services and pricing
· Clear outline of scope, fees, deliverables, and termination clauses
· Collect essential documents:
· Previous financial statements
· Tax returns from the last 2-3 years
· Bank and credit card statements
· Payroll reports and employee lists
· Chart of accounts (if applicable)
· Input client data into systems:
· CRM and/or practice management platform
· Create client folders for the digital filing system
· Assign client tags or segmentation labels
· Record communication preferences and key milestones

3. Systems Setup & Internal Coordination
· Set up the client portal:
· Grant access and test user experience
· Provide training resources or schedule a walkthrough
· Connect accounting tools and integrations:
· Link bank feeds and import transaction data
· Sync payroll platforms, invoicing apps, and tax tools
· Coordinate with Internal Task Management
· Assign client manager and support roles
· Break down onboarding tasks with deadlines
· Track tasks in project management software
· Confirm timeline and deliverables:
· Review key milestones with internal team
· Adjust team schedules as needed



4. Client Kickoff Meeting
· Host a structured kickoff meeting:
· Reiterate the project roadmap and timelines
· Explain how to navigate the client portal
· Review roles and responsibilities on both sides
· Confirm reporting frequency and key dates
· Address common questions and concerns:
· Data security and access permissions
· Response time and availability of team members
· What to do if an issue arises or deadline is missed
· Share documentation or reference materials:
· Onboarding FAQ sheet
· Summary of discussed expectations

5. First Deliverables & Feedback Loop
· Complete and deliver first round of reports:
· Bookkeeping catch-up
· Reconciliations and trial balance
· Advisory memos or financial insights (if included)
· Provide value beyond delivery:
· Highlight early wins or risk areas
· Share actionable insights based on initial findings
· Schedule first check-in meeting:
· Discuss client experience so far
· Clarify any misunderstandings
· Re-align if necessary
· Request feedback:
· Send a short onboarding feedback survey
· Ask specific questions about communication, tools, and timelines


Post-Onboarding Checklist
After completing the onboarding phase, it’s essential to transition clients into long-term success while optimizing your internal processes. This checklist ensures you close the loop on onboarding and lay the groundwork for a strong ongoing relationship.
1. Update the Onboarding Process Internally
· Log client-specific insights from the onboarding phase:
· What went well?
· What challenges arose?
· Were any requests out of scope or unexpected?
· Document internal observations and recommendations for future cases.
· Refine onboarding templates:
· Engagement letters
· Welcome emails
· Task lists and project timelines
· Update SOPs and training guides with improvements.
· Share learnings with the team:
· Conduct a short internal debrief session
· Highlight improvements and celebrate wins

2. Confirm Handoff to Ongoing Services Team
· Introduce the client to their ongoing account manager or service team.
· Reiterate roles and responsibilities moving forward.
· Provide the client with contact details for ongoing support.
· Document handoff in your practice management tool or CRM.

3. Conduct a Post-Onboarding Review Call (Optional)
· Recap the onboarding journey and what has been accomplished.
· Discuss initial reports or deliverables and clarify client satisfaction.
· Address remaining questions or concerns.
· Align expectations for the next phase of work.

4. Organize Client Documentation
· Verify all documents have been uploaded to the correct folders.
· Ensure naming conventions and file versions are standardized.
· Archive any onboarding-specific files if no longer needed.
· Confirm secure storage and permissions settings.

5. Assess Client Fit and Strategic Potential
· Evaluate whether the client aligns with your Ideal Client Profile (ICP).
· Note any opportunities for additional services or upselling.
· Flag potential risk factors for future engagement.
· Add client to newsletter or marketing automation sequences if relevant.

6. Automate and Streamline Future Onboarding
· Log client onboarding duration and key timelines.
· Use insights to improve automation triggers (e.g., email sequences, reminder systems).
· Identify which tasks or steps can be templated further.

7. Build the Relationship
· Send a short thank-you note or small client appreciation gift.
· Invite the client to follow your firm on social media or join community groups.
· Share a brief success story internally or with permission, externally.

8. Monitor Early Satisfaction and Retention
· Schedule a 60-day or 90-day check-in to measure satisfaction.
· Review client progress and deliverables against goals.
· Address any friction points early to ensure retention.
· Track onboarding satisfaction score (if applicable) and flag concerns.
