Consulting Welcome Email Templates
Consulting welcome email templates for new clients: onboarding, kickoff, access requests, scheduling, cadence, and team introductions.
New-client welcome
When to use: Send within one business day of signing.
Subject
Welcome to [firm] -- excited to get started
Email
Hi [first name],
Welcome, and thank you for trusting [firm] with this work. We are genuinely looking forward to partnering with you.
Your engagement is led by [lead consultant], who will be your main point of contact and make sure everything runs smoothly.
We know [goal] matters to your business, and our focus from day one is helping you reach it with as little friction as possible.
To get moving, here is your one next step: [first step]. It is quick and sets up everything that follows.
Over the coming days we will schedule a kickoff, gather what we need, and share how we will work together.
Any question, big or small, just reply -- a real person answers.
Warm regards,
[lead consultant]
Engagement kickoff
When to use: Send a few days before the scheduled kickoff.
Subject
Our kickoff on [kickoff date] -- agenda inside
Email
Hi [first name],
Our kickoff is confirmed for [kickoff date], and I want to make it as productive as possible for you.
The purpose is simple: align on [objective] so we start with a shared picture of success and no surprises later.
On the call we will cover [agenda item], confirm timelines, and agree on how we communicate throughout.
Please invite anyone on your side who should shape the direction. Fresh perspectives early save time down the road.
If it helps, jot down any concerns or must-haves beforehand and bring them -- I would rather surface them now than midway.
No prep is strictly required, but a few minutes of thought will make the hour count.
Looking forward to it.
Best,
[lead consultant]
Document and access request
When to use: Send right after the kickoff is confirmed.
Subject
A quick checklist to get us started
Email
Hi [first name],
To hit the ground running, there are a couple of things we need from your side.
Here is the short list: [item one] and [item two]. Having these upfront means we spend our time on the work, not on chasing details.
You can share everything securely here: [secure link]. Please avoid sending sensitive files over plain email.
If any item needs an approval or a different owner on your team, just point me to the right person and I will follow up directly.
There is no rush to do it all at once, but the sooner we have these, the sooner you see progress.
Thanks for helping us start strong -- it makes a real difference.
Best,
[lead consultant]
Meeting scheduling
When to use: Send when you need to lock in a specific session.
Subject
Finding time for [session]
Email
Hi [first name],
I would like to get [session] on the calendar so we keep momentum.
To make it easy, here are two options that work on my end: [option one] or [option two]. If either fits, reply and I will send the invite.
Prefer to pick your own slot? Use my booking link here: [booking link] and grab whatever suits your schedule.
The session should take under an hour, and I will send a short agenda once we confirm the time.
If both options miss, tell me a window that works and I will flex around it -- your calendar leads.
Talk soon.
Best,
[lead consultant]
Expectations and cadence
When to use: Send in the first week of the engagement.
Subject
How we will work together
Email
Hi [first name],
A little clarity upfront makes the whole engagement smoother, so here is how we plan to keep you in the loop.
Cadence: expect a check-in [cadence]. Predictable rhythm means you never have to wonder where things stand.
Channel: our main line for updates is [channel], and I will always reply within one business day.
Each update includes [report] so you get substance, not just activity, every time.
Between check-ins, feel free to reach out any time something comes up. I would rather hear from you early than late.
If this rhythm does not fit your team, tell me and we will tailor it. The goal is to work the way that serves you best.
Thanks -- excited to build this together.
Best,
[lead consultant]
Team introduction
When to use: Send once the working team is assigned.
Subject
Meet the team supporting you
Email
Hi [first name],
I want to introduce the people who will be working alongside you, so you always know who to reach.
First, [teammate one] handles [role one]. They are your go-to for anything in that area and respond quickly.
Second, [teammate two] covers [role two], making sure that side of the work stays on track and high quality.
I remain your overall point of contact, so if you are ever unsure who to ask, start with me and I will route it.
Everyone here is invested in your outcome, not just their slice, and we coordinate closely behind the scenes.
Feel free to reply and say hello -- the team is looking forward to meeting you.
Best,
[lead consultant]
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