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New Client Orientation Checklist

When a new client or a client who has not been to our center before arrives, greet them with a smile and hand them the orientation packet. Open the packet and ask them to briefly review the packet and complete the 641 form. Tell them you will go over all the items in the packet when they have completed the 641 form. 

	Orientation Checklist:
	Completed:


	Comments: 



	Request Client Complete Form 641
	
	Give the client about 5 min to complete the form

	Verify Small Business Eligibility 
	
	Client must be under the threshold for minimum standards. Go to www.sba.gov/size  to verify 



	Review items in the packet
	
	Use the welcome letter as your guide to what is in the packet

	Review list of training events
	
	Take time to mention the various locations for training events

	Introduce Staff- Support Staff, Counselors, Director
	
	If all staff is not available let them know who they are (refer to consultant list in packet)

	Explain process for Scheduling Appointments
	
	Let them know there will be follow up calls

	Provide a brief tour of Resource Library
	
	Explain process for scheduling time to use the library and resources

	Let them know that they will be asked to complete evaluation forms and surveys 
	
	Counseling evaluation forms are issued after the 2nd visit and surveys will be done on an annual basis, training evaluations are done at every workshop.



	Collect completed 641 form (verify signature) - place in client file and give file to counselor for counseling session to begin
	
	Remind them you are there to help them. Show them to the office where their appointment will be
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