BRANDQUILL	PROCEDURE CHECKLIST

PROCEDURE CHECKLIST
New client onboarding readiness
A repeatable verification and handoff record
	Controlled field
	Approved value

	Checklist owner
	Client Operations

	Client or case
	[Client name or case reference]

	Version and status
	1.0 | Approved

	Target kickoff
	[Date and time]

	Final approver
	[Name and role]



How to use: Record Pass, Fail, or Not applicable for every check. Add an evidence location and accountable owner. Do not mark the checklist complete while a failed item lacks an authorized exception.
1. Sales and contract handoff
	Check
	Result
	Evidence
	Owner

	Signed agreement and scope are stored
	Pending
	[Link or reference]
	Account lead

	Pricing, billing contact, and payment status match
	Pending
	[Link or reference]
	Finance

	Sales commitments and open questions are documented
	Pending
	[Link or reference]
	Account lead

	Primary client contact and internal owner are confirmed
	Pending
	[Link or reference]
	Operations



2. Records and access
	Check
	Result
	Evidence
	Owner

	Client record contains required fields
	Pending
	[Link or reference]
	Operations

	Approved workspace and folder structure exist
	Pending
	[Link or reference]
	Operations

	Access requests state purpose, level, approver, and expiry
	Pending
	[Link or reference]
	Security

	Sensitive or nonstandard access has written approval
	Pending
	[Link or reference]
	Security



3. Kickoff readiness
	Check
	Result
	Evidence
	Owner

	Objectives, success measures, and first milestones are confirmed
	Pending
	[Link or reference]
	Account lead

	Required participants and responsibilities are confirmed
	Pending
	[Link or reference]
	Account lead

	Agenda, pre-read, risks, and decisions needed are ready
	Pending
	[Link or reference]
	Operations

	Missing inputs have owners, due dates, and stated impact
	Pending
	[Link or reference]
	Operations



4. Release
	Check
	Result
	Evidence
	Owner

	Material failures are resolved or formally accepted
	Pending
	[Link or reference]
	Approver

	Kickoff date and communication are approved
	Pending
	[Link or reference]
	Account lead

	Client and internal team received the final pre-read
	Pending
	[Link or reference]
	Operations

	Checklist and evidence are stored in the approved location
	Pending
	[Link or reference]
	Operations



Open items and exceptions
	Item
	Impact
	Owner
	Due date
	Approval or resolution

	[Describe the gap]
	[State the impact]
	[Name]
	[Date]
	[Decision and approver]

	[Describe the gap]
	[State the impact]
	[Name]
	[Date]
	[Decision and approver]



Final sign-off
	Decision
	Name and role
	Date
	Notes

	Ready / Not ready / Ready with exception
	[Approver]
	[Date]
	[Conditions or reference]



Checklist control record
	Control field
	Recorded value

	Completed checklist location
	[Approved repository link or reference]

	Evidence owner
	[Name and role]

	Retention rule
	[Approved retention period or policy reference]

	Follow-up review
	[Date, owner, and remaining condition]



Revision history
	Version
	Date
	Change
	Owner
	Approval

	0.1
	Aug. 2026
	Initial starter draft
	Client Operations
	Draft

	1.0
	[Date]
	Approved organization-specific checklist
	[Owner]
	[Approver]



Required review: Replace every sample field, check, owner, system, threshold, evidence location, exception rule, and approval. Validate the checklist against the approved procedure before use.
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