[image: ]
[bookmark: _d5qi8mxvyldp]Welcome
· Send onboarding documents
· Send client intake info form
[bookmark: _12yliqj6pqn3]Legal
· Send or sign the NDA
· Send or sign the contract
· Save copies to your client/project manager
[bookmark: _aqnr2aox4uwx]Finance
· Send a W-9
· Add client to your accounting/invoice software
· Log agreed-upon rates
· Sign up for the client's accounting software
· Send initial invoice
[bookmark: _csikn0nhm8ab]Communication
· Confirm contact details for the correct points of contact in your client’s organization
· Join the client's team chat/add them to yours
· Set up client labels in your inbox
· Schedule a kickoff call
· Provide self-serve resources
[bookmark: _6ug56mnfnw1m]Project management
· Add client and project to your time tracker
· Add client to your project management app
· Create initial to-dos
· Assign tasks and add any known due dates
[bookmark: _yanplt49jevl]File sharing
· Create a client folder in your file-sharing software
· Add the client to a shared folder to see deliverables
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