SAMPLE NEW CLIENT ONBOARDING PROCESS

ACTION/LIST

THAMK YOU REFERRER

John Smith

Done

Cheryl Jones

Done

MEXT CLIENT
NAME

ANOTHER
CLIENT NAME

CREATEELECTROMIC FILE FOLDER

Done

Done

APPOINTMENT CODING

Done

Done

ABC SERVICE LEVEL CODING

Done

Done

B-DAY CARD LIST

Done

Done

CALENDAR LIST

Done

Done

HOLIDAY INVITE LIST

Done

Done

PLAM LIST

H A

Done

CHILDREN/GRAND CHILDREN DATA

MR

Next Mig

ACCOUNT AGGREGATION

Done

WA

SOCIAL MEDIA

Done

HiA

NEWSLETTER

Daone

Done

ACCOUNTANT

Done

Next Mtg

ATTORNEY

Done

Next Mtg
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