Client Onboarding Template
A ready-to-use template for onboarding new clients — from signed agreement to first results.
Fill in one copy per client. Delete anything that doesn't apply and make it your own.
1.  Client snapshot
The basics, in one place, so anyone picking up the account knows who's who.
Client / company name:   
Primary contact (name, role, email, phone):   
Other stakeholders:   
Your internal owner:   
Start date:   
Package / engagement type:   
2.  Intake questionnaire
Send this before the kickoff call so the answers are waiting for you.
1. What does success look like for you in the first 90 days?
1. Which business goals does this engagement support?
1. Who on your team is involved, and in what roles?
1. Which employees or groups need training, and how many?
1. Which tools or processes are you already using?
1. How do you prefer to communicate, and how often?
1. Any deadlines, constraints, or compliance requirements we should know about?
1. What access or logins will we need from you?
3.  Kickoff call agenda
A simple running order so the first meeting covers everything that matters.
1. Introductions — the client meets the people doing the work.
1. Recap of goals and scope (drawing on the intake answers).
1. Deliverables, timeline, and who owns each part.
1. What's out of scope.
1. How we'll communicate and how often we'll report.
1. Training plan and portal walkthrough (if applicable).
1. What we need from you next.
1. Q&A and next steps.


4.  Roles and responsibilities
Agree who does what, so nothing falls between the two teams.
	Task
	Your team
	Client
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5.  Success metrics
Define what a good outcome looks like now, it's much harder to agree at the end.
	Metric
	Baseline
	Target
	How / when measured

	Training completion rate
	
	
	

	Pass rate
	
	
	

	Time to first value
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6.  Onboarding timeline (30 / 60 / 90)
A rough shape for the first 90 days. Adjust the dates to fit the engagement.
	Phase
	What happens
	Owner
	Done?

	Day 0-7
	Agreement signed, intake returned, access provisioned, courses assigned
	
	

	Day 8-30
	Kickoff held, training underway, first deliverable, 30-day check-in
	
	

	Day 31-60
	Mid-point review, adjustments based on early results
	
	

	Day 61-90
	Formal review, expansion conversation, agree ongoing cadence
	
	





7.  Training plan
For training providers and consultancies, this is the part where your value gets proven.
	Group / cohort
	Courses or learning paths
	Deadline
	Certificate?
	Reporting to client
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