
New customer on boarding 

Customer information 
START DATE  CUSTOMER NAME  SALES REPRESENTATIVE 

[Select	Date]	 [Project]	

Summary of New Customer On boarding process 
• Sales	representative	closes	customer
• Credit	application	submitted	/	Credit	application	approved	
• On	boarding	call	scheduled	to	confirm	information	and	make	sure	we	cover	all	information	on	new	customer	profile
• First	order	received
• Call	scheduled	with	customer	to	review	first	order	receipt	
• Call	scheduled	with	customer	after	30	days	to	follow	up

Project Overview 

TASK ASSIGNED TO DUE DATE NOTES 

Credit	application		 Sales	representative		

On	boarding	call	scheduled		 Sales	rep	/	Inside	
Sales	rep	/	site	
Manager		

First	order		 Customer	/	sales	rep	
assist		

Call	scheduled	to	review	first	order	 Sales	rep		

Call	scheduled	to	review	our	
performance		

Sales	rep	and	inside	
sales	rep	

Copy	of	reviews	and	any	supporting	
notes	sent	to	customer	

Summarized	by	sales	
/	inside	sales		

Summary of first Review 
CATEGORY 

Items requiring additional follow up 
ISSUE ASSIGNED TO DATE 

Conclusions/summary for General Manager and customer 
Summary	e-mail	/	letter	to	be	sent	welcoming	customer	and	recapping	info	

Copy	to	sales	representative	and	compliance	staff.	
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