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New Client Onboarding Kit

Here’s what included:

1.  Welcome letter – I actually modelled this from a bricklayer I hired that was incredibly professional (and expensive).  You’ll need to modify the one paragraph that talks about your years of experience a bit – otherwise it’s pretty much good to go.  

2.  How We’ll Work Together – is the next page which includes contacts, expectations, and deadlines for both sides.  Spell this out up front, and you’ll have far less trouble (and whining) on the back-end.   
3. Your New Accounts – which includes the passwords of the accounting system, portal, and email should you decide to use it.  Add payroll if you set it up, and any other passwords they need to know.  

4. One-Time, Aren’t One-Time, Aren’t-You-Glad-We’ll-Only-Have-to-Do-This-Once Setup Instructions  - This is where we get down to the trees.  Banking setup, email forwards, etc.  Automate as much as you dare to save time down the road.  
5. Consider including something fun like Hershey’s kisses, a gift certificate, or even a toy.  
[your logo or letterhead]

Date

Client Name

Company Name

Address

City, State Zip

Hi First Name, 

Thanks so much for trusting [Your Company Name] with your accounting needs!
Your [books, tax return] are/is officially now "in process!" We are determined to provide you with top quality, excellent value, and service that meet your needs. Hopefully this packet will help you know what to expect throughout the process.
Now that you've authorized the work, we'll take the necessary steps to make sure your job is done correctly, with the right team and the right systems and processes. We hope and trust you'll find the quality unmatched. Our team is truly unique, and is [25+] years in-the-making...Client Coordinators have been with us an average of [13] years, and the Accounting Specialists have long tenure as well. They are all very highly trained and certified professionals. Pictures and bios of key personnel are available on the website at [http://yourdoman.com/about/] if you'd like to know more. Rest assured, your [books, tax return] will be completed by a professional who is an expert in your particular type of project.
Getting Started

Your Client Coordinator will contact you to confirm a scheduled appointment time.  We’ve attached some goodies and bits of information that will help us efficiently and effectively process your accounting/taxes.  And hopefully, we’ll have a little bit of fun in the process.    

We pledge to respect your time and make your [Company Name] experience a pleasant one. Thank you again for your business…in return we truly hope to give you more than you expect!  If you have questions or concerns, please call your Client Coordinators --or any of us at the office--at any time!  
Sincerely,

[Your name}

How We’ll Work Together

Your Client Coordinator  

Your Client Coordinator is:  

[photo]

[Accountant name, title]  

[Accountant phone]  

[Accountant email]  

[Accountant fun fact]

He/She will be your primary contact and will be performing the work on your account.    

Our Communications Platform
Our primary means of communication will be via your [client portal, email, accounting system].  Here are the types of communications you can expect on a regular basis. 

· [Weekly/Monthly] status report of what we've done

· Your monthly reports will be in your Client Inbox in your Portal (instructions to access are below).

· Your monthly review session is the 3rd Thursday of each month at 2PM.  

Timing and Deadlines
We will be servicing your account every [weekday] beginning [date].  
(choose one)

We will be working on your account [onsite – put address] [virtually, so no preparation is needed regarding a physical visit].  You will receive your reports and accounting goodies every [second Monday of every month]. 
Your monthly review appointment will be at 2PM on the third Thursday of every month.  Mark your calendar now!

ACTION:  Mark your calendar for these dates.  

Please ensure all source documents are submitted to your portal by [the first Monday of every month].   Anything received past the deadline date will be reflected in next month’s work.  

Here’s a list of items we need for your account:
· Bank statements

· Credit card statements

· Last year’s tax return

· Etc.

· [do not list what you will be automating – which hopefully will be most of it]

ACTION:  Send these forms by __.  If we do not receive these forms by __, your fee will change to ___.   

or

ACTION:  Send these forms by __.  If we do not receive these forms by __, we will file an extension and file your return later in the year.  The fee for the delay and extra work is _____.   

Questions

Email any questions you have to your new gmail account, and we’ll take care of them on our next scheduled workday.  If the question is urgent, contact your Client Coordinator directly.  

For bookkeeping questions, we’ve set up n “Ask [Yourname}” account.  Just put any transactions to this account, and we’ll clear them during our monthly service.  (We’ll go over this with you.)

For tax questions, we’ll set up one session to clear all your issues.  It’s scheduled for __.

Invoices
We’ll draft your account once per month on the third Thursday.  Your invoices will be in your Client Inbox on your Portal.  

Did We Forget Anything?

Please let us know what other questions you have or if you have ideas on making it easier for us to work together.  We are excited about working with you and look forward to getting started.  
Your New Accounts
We’ve set up these three accounts just for you.  They are private to you and to your client coordinator and our staff.  This technology will enable us to communicate efficiently without losing or chasing after emails, missing deadlines, or the information we need to [close your books].  
ACTION:  Print this page and fill in your passwords.  Keep this paper in a file called ACCOUNTANT.  

Email
 

We have set up a unique gmail account for our communication and data transfer.   Here is the email and the password: 

 

Go to:  https://mail.google.com
User ID is your email address:  leyvajohnson@gmail.com 

Password is:  _____

This email box will be used to forward information needed to complete our services.   We will assist you in setting up rules to forward bills and other items we need to perform your work.  
Be sure to bookmark your gmail account.  
Accounting System 
(We’ve sent you an email from your Accounting system that needs to be verified.  Once you respond to it, you will be able to set up your account and log in.)  
 

We've set up your new accounting system.  To access it, go to this link:

https://qbo.intuit.com/  or https://login.xero.com/

 

Your user ID is:  _____

Your password is:  ________ (the one you just set)
 

When you go there, be sure to bookmark it but we don’t recommend saving your password to your browser (it’s not safe!)

Portal
 

(We’ve sent you an email from our Portal system that needs to be verified.  Once you respond to it, you will be able to set up your account and log in.)  
A portal is a private area for you to upload your accounting files.  Here is the access: 

 

https://yourdomain.sharefile.com/
User id:  ____________

Password:  _______________ (this is set by you when you respond to the email above)
 

To upload a file, select your folder and then select the Accountant Inbox.  Choose the Upload file button and select a file from your PC. 

 

Please check your Client Inbox once a month or when you receive an email notice from ShareFile.  We will deliver your reports, communications, and other goodies to this folder when we are servicing our account. 

And your initial documents are located in your Permanent Folder.  You’ll find these instructions, a copy of your engagement letter, our privacy policy, and other helpful documents in that folder.  

Be sure to bookmark your Portal link too, but again, don’t save the password to your browser.  
One-Time, Aren’t-You-Glad-We’ll-Only-
Have-to-Do-This-Once Setup Instructions
Setup Session

Your setup session is scheduled for ___.  We will do this over the phone.  Your Client Coordinator will call 800-555-1212.

ACTION:  Mark your calendar for this meeting.   

Please be at your computer, turned on, and connected to the internet.  Have the following items ready:

· Your Outlook or email account open

· All bank IDS and passwords

· Your cell phone

Read below for more explanation.  

Tax Setup
 

In order to efile for you we need your signature on a Form 8879, located in your Client Inbox in your portal.  Please follow the portal instructions once you open that document.    
ACTION:  Sign your 8879.  Find it in your PORTAL.   

 

Banking Setup
 

To get your bank feeds started and to verify your bank balance, we'll need access to your banking accounts online.  This is best done over the phone as most banks require a cell phone text verification number to be entered when a new PC accesses your data.  We'll set up a time to complete this procedure.   

 

We will need your banking passwords for three reasons going forward: 

· To periodically double-check that your bank balance matches your accounting system's bank balance.  

· To get access to check information that is not included in the bank feed data.  

· To restart bank feeds that get stuck.  

If you prefer us not to have access to your bank account info, we can teach you how to complete these two tasks so that you have more privacy in your banking affairs. 

 

Email Setup
 

To automate the forwarding of your merchant receipt emails: 

1. Go to your Outlook account and select a recent merchant receipt email.   

2. Select Rules and Create Rule

3. Select Advanced Options

4. Check the From box and click next

5. Check the Forward to box and click on the "people or public group" and enter your gmail email address.  Click finish.  

6. Repeat this for each email that Is accounting-related that we need in order to complete your work. 

We will walk you through this process because the more we automate up front, the less accounting work you have to do on a monthly basis.  
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