
[CLIENT CODE]  ·  ONBOARDING BRIEF

	
	[CLIENT CODE] Onboarding Brief
 Last updated XX/XX



	START DATE
XX/XX
	LAUNCH DATE
XX/XX
	PRIMARY DATE
XX/XX  or  N/A


CLIENT OVERVIEW
	Client
	Name of client

	State / Race or Org Type
	e.g., Statewide Senate Race, State House, PAC, nonprofit

	Services in Scope
	☐ Digital Fundraising      ☐ List growth      ☐ Email      ☐ SMS
☐ Paid media      ☐ Branding      ☐ Web      ☐ Other


ONBOARDING STATUS   (as of XX/XX)
FLAGS   check all that apply
☐ Contract pending      ☐ Rush launch      ☐ New CRM setup
☐ Switching from another firm      ☐ No existing list      ☐ Deliverability concerns
	Where do things stand? Are we waiting on a contract, is there a rush launch, are they getting set up with a brand-new CRM, who are we waiting on and for what?


TEAM & TECH STACK
	Program Tier
	☐ Ascent      ☐ Signature

	Account Lead
	Name

	Email Lead
	Name

	Paid Media Lead
	Name

	Client Point of Contact
	Name, title, email

	Tech Stack
	NGP, ActionKit, ActBlue, etc.


RESOURCES
	ITEM
	LINK
	STATUS

	Pre-Onboarding & Discovery Document
	
	

	Proposal
	
	

	SOW
	
	

	Onboarding Checklist
	
	

	Kickoff Call Agenda
	
	

	Asana Project
	
	


RISKS & OPEN QUESTIONS
	ITEM
	OWNER
	DUE

	
	
	

	
	
	

	
	
	


ADDITIONAL NOTES / COMMENTS
	Anything else we picked up in the sales process that the team should know before kickoff. Are they starting with no list? Is deliverability rough? Did they share a paid media budget? Any promises made on timing or reporting?





