
Welcome to Your 
Journey with  
[Your Company 
Name]!  
CLIENT WELCOME KIT
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Your Success Begins Here
Thank you for choosing to partner with us. The comprehensive kit has been carefully designed to 

ensure you have everything for a seamless, productive partnership. We believe that exceptional 

client experiences start with clarity and transparency.

Why This Welcome Kit  
Will Transform Your Experience 

•	 Eliminates uncertainty: Clear roadmaps and expectations from day one 

•	 Streamlines communication: Defined channels and response times 

•	 Maximizes value: Full awareness of all available services and resources 

•	 Builds confidence: Complete understanding of our proven process 

 Meet Your Dedicated Team
•	 [Name], [Position] – [Brief Bio] 

•	 [Name], [Position] – [Brief Bio] 

•	 [Name], [Position] – [Brief Bio]

Your Connection  
to [Your Company Name] 

•	 Headquarters: [Your Address] 

•	 Website: [Your Website] 

•	 Primary Contact: [Name] 

•	 Email: [Email Address] 

•	 Phone: [Phone Number] 

•	 Best Way to Reach Us: [Preferred communication method—e.g., email, client portal, 

phone] 

•	 Available for You: [Business Hours] 
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Our Partnership  
Agreement at a Glance 

Your Investment Includes: 

•	 [Clear, benefit-focused description of included services] 

•	 [Additional service highlight with outcomes] 

•	 [Another service highlight with outcomes] 

Our Commitment to Your Privacy 

Your information is sacred to us. We implement [specific security measures] so your data 

remains protected at all times. Our team undergoes [specific training/certification] and 

follows [specific protocols] to maintain the highest standards of confidentiality. 

Simple, Transparent Billing 

•	 Payment Schedule: [Clearly defined schedule] 

•	 Convenient Methods: [List methods with logos if possible] 

•	 What to Expect: [Brief explanation of invoice format/details] 
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Your Investment Milestones  
Initial Strategy Development  

•	 Discovery meeting  

•	 Strategy presentation 

•	 Account setup and initial portfolio construction 

Secure Information Exchange 

Using our client portal, you’ll easily upload all required documentation 

Quarterly Portfolio Reviews  

•	 Performance analysis 

•	 Market commentary  

•	 Strategy adjustments 

•	 Documentation 

Semi-Annual Planning Sessions  

•	 Review of progress toward goals 

•	 Life event adjustments 

•	 Tax planning  

Annual Comprehensive Review  

•	 Year-in-review analysis 

•	 Tax efficiency analysis 

•	 Risk assessment update 

•	 Strategic planning session  

Ongoing Communication Touchpoints  
 
Our relationship extends beyond these deliverables. You’ll benefit from:  

•	 Regular strategy check-ins every [timeframe] 

•	 Proactive optimization recommendations 

•	 Priority access to new services and features
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Core Wealth  
Management Strategies 

[List]

Frequently Asked  
Questions (FAQ)

Q: How do I securely share documents?

Use our secure portal at [Portal Link] to upload all sensitive information. 

Q: What’s the best way to reach my point of contact?

Email is the most efficient way to reach us at [Email Address].

Q: When can I expect deliverables?

We follow a [customizable turnaround time]. You can view your project timeline in [Project 

Dashboard Link].

Q: How do I make a payment?

We accept [list payment methods]. Payment details and invoices will be shared via [Billing 

System Link].
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Your Essential Resources 
•	 Secure Document Portal: [Link] 

•	 Scheduling Tool: [Link] 

•	 Client Dashboard: [Link] 

•	 Helpful Forms & Templates: [Link] 

Activating Your Partnership:  
Next Steps 
 
To get started, please complete the following: 

	  Submit required documents via [Secure Portal Link]. 

	 Schedule a kickoff meeting with [Point of Contact] at [Scheduling Link]. 

	 Review and sign the service agreement at [Agreement Link]. 



Learn how Progress ShareFile software gives 
you a structured, secure space to work with 
clients. www.sharefile.com

Worldwide Headquarters

Progress Software Corporation 
15 Wayside Rd, Suite 400, Burlington, MA 01803, USA  
Tel: +1-800-477-6473

facebook.com/progresssw 

x.com/progresssw 

youtube.com/progresssw 

linkedin.com/company/progress-software 

progress_sw_   

   

     

About Progress Software 

Progress Software (Nasdaq: PRGS) empowers organizations to achieve transformational 

success in the face of disruptive change. Our software enables our customers to 

develop, deploy and manage responsible AI-powered applications and personalized 

digital experiences with agility and ease. Businesses of all sizes get a trusted provider in 

Progress, with the products, expertise and vision they need to turn AI disruption into a 

competitive advantage. Millions of developers and technologists at hundreds of thousands 

of organizations depend on Progress every day. Learn more at www.progress.com
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Our Commitment to Your Success 
At [Your Company Name], we measure our success by your outcomes. This welcome 

kit represents the beginning of a partnership designed to help you achieve [specific 

benefit/outcome]. We’re honored you’ve chosen us and look forward to exceeding your 

expectations at every turn. 

“[Company mission statement or value proposition]” 

[Your Company Logo]

https://www.instagram.com/progress_sw_/?hl=bg
https://twitter.com/progresssw
https://www.facebook.com/progresssw
https://www.linkedin.com/company/progress-software/mycompany/
https://www.youtube.com/user/ProgressSW
https://www.progress.com/
https://www.progress.com/

