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Steal This :: My Client Onboarding Welcome Email

SUBJECT:  Welcome Aboard!

ATTACH: GDrive: CLIENTS / Built to SOAR / Welcome zip folder

Hi NAME,

I’m so excited to be working with you to help your business soar to new heights. To get things started,

there are three things for you to do:

Step 1:  Complete your Business Efficiency Audit

It's 10 pages of True or False questions to give me a glimpse into the inner operational workings of your business. The more information you can provide in the Tell me more column, the better. Remember, there is no judgement by me!

Step 2: Complete your Personal Productivity Profile

This will provide me with insight into how you do your best work and what obstacles you encounter. I will be able to construct your personal productivity style from the following worksheets:

· Find Your Focus

· Productivity Self Assessment

· Your Productivity Style Assessment

· Time Audit

Step 3: Book your Clarity Session

This is a virtual meeting with me where we will review the findings from these documents, set your priorities/action steps, and get clear on your goals and outcomes from our work together. Click the link below to reserve a time that works for you. Please note, you need to return all your documents to me at least 3 days prior to your Clarity Session. Otherwise, we will have to rebook your Clarity Session meeting.

Book your Clarity Session with me
If you have questions, please feel free to get in touch with me. I am here to support you.
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How to: Write your own welcome letter

Dear [Client],

<<Say thank you>>

Just a quick note to say how excited we are to have you as our new client.

We understand how many other companies are out there so we offer our sincere thanks for choosing [Company] as your [your type of service] provider.

<<Next, reassure them that they’ve made the right decision and provide a brief summary of the services you’ll provide:>>

Our company has over 10 years of proven [your type of service] experience earning us the solid reputation we hold. We are confident that you’ll be pleased with your hiring decision, and of course, we’re always happy to assist you with all your [your type of service] questions and concerns.

With your twelve month contract you’ll receive the following: . . . [itemized list]

<<Finally, conclude by offering a personal name of their contact point, the name of your company and specific contact information including off-hours support if you provide it.>>

We look forward to working for you and providing you with efficient and effective customer service.

Thanks again for choosing [Company].

All the Best, 

[Your Name] 

