Client Onboarding Checklist
A practical first-week checklist for consultants and agencies.
OpsKit Library — editable operating template
Checklist
	Done
	Item
	Owner / Notes

	☐
	Confirm signed agreement/payment
	

	☐
	Collect intake form
	

	☐
	Request required access
	

	☐
	Schedule kickoff
	

	☐
	Confirm success criteria
	

	☐
	Name client decision maker
	

	☐
	Send first-week timeline
	

	☐
	Log risks and dependencies
	

	☐
	Schedule first status update
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