Is Your Client Onboarding and

Offboarding Process Seamless?

Client Onboarding/Offboarding Checklist

A structured onboarding and offboarding process ensures smooth transitions for clients while maintaining security, efficiency,
and customer satisfaction. Use this checklist to manage key steps and provide a consistent experience.

1. Client Onboarding

v Gather client information, including contact details, business needs, and key stakeholders.
v Optimize cloud storage usage to reduce unnecessary costs.

V' Set up client accounts, credentials, and necessary software access.

v Configure security settings, permissions, and compliance requirements.

v Schedule an onboarding meeting to introduce key team members and processes.
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. IT & System Setup

Deploy required hardware, software, and cloud services.

Implement cybersecurity measures, such as MFA and endpoint protection.
Establish backup and disaster recovery solutions for client data.

Set up monitoring and automation tools for proactive issue resolution.
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Conduct initial system tests to ensure functionality and reliability.

W

. Training & Documentation

Provide user training on systems, tools, and security protocols.
Share detailed guides and FAQs for self-service troubleshooting.
Assign a dedicated point of contact for ongoing support.
Establish communication channels for streamlined collaboration.
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Gather client feedback on the onboarding experience for continuous improvement.
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. Ongoing Support & Relationship Management
Set up regular check-ins to address questions and evolving needs.
Monitor service usage and performance for optimization opportunities.
Provide proactive security and compliance updates.

Offer additional services or upgrades based on client growth.
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Document and track client concerns to enhance service quality.
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. Client Offboarding

Confirm service termination details and final billing with the client.
Revoke access to all systems, software, and cloud platforms.
Securely transfer or archive client data per compliance guidelines.

Remove or reassign user accounts and permissions.
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Conduct an exit interview or survey to gather feedback on the client experience.

6. Security & Compliance During Offboarding

v Ensure data retention policies align with legal and regulatory requirements.

v Verify all client-specific configurations have been removed from internal systems.
v Audit security logs for any unusual activity before final account closure.

V' IProvide documentation of the offboarding process for internal records.

v Confirm the client understands any post-service support or reactivation options.

By following this checklist, you can streamline client onboarding and offboarding, ensuring a professional, secure, and
efficient experience that fosters strong relationships and protects business integrity. Reach out today!
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