



Client Onboarding Process

[bookmark: _Hlk25057159][bookmark: _Hlk25170971]The below is a sample client onboarding process. This sample should be customized to reflect the number and types of implementation / planning meeting in your process.

CLIENT WELCOME & SET-UP
	ACTION STEP
	WHO
	BY WHEN

	1
	Prospect confirms engagement and Advisor notifies team of implementation process or any additional action times and COIs to be contacted for COI Connections
	ADV
	Upon Client Agreement Signature

	2
	Update CRM with any action items from end of Prospect Process and change contact status in CRM from “Prospect” to “New Client” triggering process and client set-up next steps.
1. Set up client folder on network and move prospect files to this folder (CSA)
1. Add client intel to CRM if not yet complete (CSA)
1. Add client review frequency (semi-annual/annual) / block (i.e. March/Oct Surge) to CRM (CSA)
1. Add to Birthday List (CSA)
1. Add to Activity Calendar / Client Communication / Value Add Schedule (CSA)
1. Add to Client Event Lists (CSA)
1. Add COIs (CPA, tax attorney, etc.) to CRM (CSA)
	CSA
	Within 48 hours of Step 1

	3
	Advisor writes handwritten note on firm notecards (FORM 1: Sample Welcome Note)
	
	Within 48 hours of Step 1

	4
	CSA sends Welcome Packet and confirms welcome gift for client (FORM 2: New Client Letter, FORM 3: Welcome Packet)
	
	Within 48 hours of Step 1

	
	Customization Note: The Welcome Packet may be sent electronically depending on your firm or the client preference. If sending via e-mail the handwritten note and welcome gift should be mailed separately.















IMPLEMENTATION
	ACTION STEP
	WHO
	BY WHEN

	5
	Schedule Getting Started / Paperwork Meeting (FORM Implementation Meeting Invites & Reminders)
	CSA
	Within 48 hours of Step 1

	
	Customization Note: If you have multiple implementation meetings adjust this step and the process to reflect your process.

	6
	Update and sends COI introduction 
(FORM 4: COI Introduction)
	CSA
	Within 1 week of Step 1

	7
	Prepare meeting materials and paperwork / needed forms and ensure signatures areas are highlighted and have “sign” here stickers (if applicable include ADV or Associate ADV review here)
1. Copy of Welcome Kit for client (CSA)
2. Insert list of your standard paperwork here and who is responsible
3. Mark all pages needing signature with “sign here” stickers
4. Highlight each area for signature (CSA)
	Team (CSA or Assoc Adv)
	1 week prior to meeting

	
	Customization Note: Paperwork may also be mailed or sent via DocuSign in advance.  If sent via DocuSign, this step should reflect “Prepare paperwork / needed forms, upload to DocuSign and send to client for signatures.”

	8
	Send Getting Started Meeting reminder (FORM 5: Implementation Meeting Invites & Reminders)
	CSA
	3 days prior to meeting

	9
	Hold Getting Started Meeting: During meeting review Welcome Kit, sign paperwork and post meeting dictate action items team. 
	ADV
	As Scheduled

	
	Customization Note: Consider having your team member (CSA or Associate Advisor) participate or lead the paperwork portion of this meeting.

	10
	Signed paperwork received from the client
	CLIENT
	Upon Receipt

	11
	Initiate account opening and update CRM with tasks
1. Set or update implementation tasks with appropriate details and due date
2. Set-up client tech / online access
3. Confirm account status follow ups to client are scheduled in CRM
4. Insert additional steps your team completes here
	CSA
	Upon Receipt

	12
	Review client accounts daily until processing is complete and all accounts have been confirmed transferred
	CSA
	Daily
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  Client   On b oarding   Process     The below is a sample client on b oarding process. This sample should be customized to  reflect the number and types of implementation / planning meeting in your process.     CLIENT WELCOME & SET - UP  

ACTION STEP  WHO  BY WHEN  

1  Prospect confirms   engagement and Advis o r  notifies team of implementation process or any  additional action times and COIs to be contacted  for COI Connections  ADV  Upon Client  Agreement  Signature  

2  Update CRM with any action items from end of  Prospect Process and change contact status in  CRM from “Prospect” to “New Client” triggering  process and client set - up next steps.   1.   Set up client folder on network and move prospect files  to this folder (CSA)   2.   Add client intel to CRM if not yet complete (CSA )   3.   Add client review frequency (semi - annual/annual) /  block (i.e. March/Oct Surge) to CRM (CSA)   4.   Add to Birthday List (CSA)   5.   Add to Activity Calendar / Client Communication /  Value Add Schedule (CSA)   6.   Add to Client Event Lists (CSA)   7.   Add COIs (CPA, tax attorney , etc.) to CRM (CSA)  CSA  Within 48 hours  of Step 1  

3  Advis o r writes handwritten note on firm notecards  (FORM   1:  Sample Welcome Note)   Within 48 hours  of Step 1  

4  CSA sends Welcome Packet and confirms welcome  gift for client   (FORM  2:  New Client  Letter, FORM  3:  Welcome Packe t)   Within 48 hours  of Step 1  

 Customization Note: The Welcome Packet may be sent electronically  depending on your firm or the client preference. If sending via e - mail the  handwritten note and welcome gift should be mailed  separately.    

                       

