
SOP Template: Client Onboarding and Information Collection
This SOP details the process of client onboarding and information collection, encompassing initial client engagement, verification of client
details, comprehensive data gathering, consent and compliance checks, system entry of client information, and communication of next steps. The
goal is to ensure a seamless and efficient onboarding experience while maintaining data accuracy and regulatory compliance.

1. Purpose
To establish standardized procedures for onboarding new clients and collecting all necessary information in compliance with regulatory
requirements.

2. Scope
This SOP applies to all employees involved in the onboarding of clients and the management of client information.

3. Responsibilities
Onboarding Staff: Responsible for executing all onboarding steps as detailed in this SOP.
Compliance Officer: Ensures regulatory and data protection requirements are met.
IT/Admin Team: Secures and manages the client data entry system.

4. Procedure
1. Initial Client Engagement

Contact client using approved communication channels.
Introduce services and explain the onboarding process.

2. Verification of Client Details
Request identification documents.
Verify identity and credentials against valid records.

3. Comprehensive Data Gathering
Collect required personal, financial, and business details using standardized forms.
Validate information completeness and accuracy.

4. Consent and Compliance Checks
Obtain signed consent forms or digital approvals.
Ensure client acknowledgment of privacy policies and terms of service.
Conduct compliance/risk assessments as necessary (e.g., AML/KYC).

5. System Entry of Client Information
Enter collected data into the designated CRM or information system.
Double-check data entries for accuracy and completeness.

6. Communication of Next Steps
Provide client with onboarding confirmation and timeline for next steps.
Share contact information for client support.

5. Documentation Requirements
Onboarding checklist (signed and dated).
Client data collection forms.
Consent forms and compliance documents.
Records of communications and verification steps.

6. Review and Updates
This SOP will be reviewed annually or as required in response to regulatory or operational changes.

7. References
Privacy Policy
Data Protection Regulations (e.g., GDPR, CCPA)
Internal Compliance Manual
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