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New Client Welcome Packet

WELCOME TO NTIVA!

Dear

Welcome to the Ntiva family! We are excited about this partnership and I wanted to take a moment to personally thank 
you for choosing us as your IT services provider.

We look forward to building a meaningful relationship with you and your business, and appreciate the opportunity to 
offer you the best IT support available. Ntiva is poised to provide you with the support and guidance required for all 
your technology related needs and be your trusted advisor as our partnership evolves.

Our onboarding team will be in touch shortly, but in the meantime please review your welcome packet, which will aid 

+ About Ntiva

+ Summary of Services

+ Your Ntiva Support Team

+ Onboarding Checklist

+ What Ntiva Needs from You

for you, our Customer, so you can be focused on your business needs and goals.

If you have any questions or comments about our service, please contact me at any time.

Sincerely,

Welcome to the Ntiva family! We are excited about this partnership and I wanted to take a moment 
to personally thank you for choosing us as your IT services provider. 

We look forward to building a meaningful relationship with you and your business, and appreciate 
the opportunity to o�er you the best IT support available. Ntiva is poised to provide you with the 
support and guidance required for all your technology related needs and be your trusted advisor 
as our partnership evolves. 

Our onboarding team will be in touch shortly, but in the meantime please review your welcome 
packet, which will aid with the transition and help you ramp up for success. Please find the 
following items, attached:

 �About Ntiva

 �Summary of Services

 �Your Ntiva Support Team 

 �Onboarding Checklist

 �What Ntiva Needs from You 

One of our core values at Ntiva is to focus on Customer Service first. This translates into world-
class service and support for you, our Customer, so you can be focused on your business needs 
and goals.

If you have any questions or comments about our service, please contact me at any time.

Sincerely,

Steven Freidkin
Chief Executive O�cer 
Direct: (703) 738-2905
Email: Steven.Freidkin@Ntiva.com 

Dear

Welcome to Ntiva!

7900 Westpark Drive, Suite A100, McLean, VA 22102  |  1-888-996-8482  |  www.ntiva.com

Steven Freidkin

[Date]

[Customer Full Name]

[Customer's First Name] DONE

INSTRUCTIONS: 
Enter date and customer information in the fields to the left. Then 
click the “done” button. This will lock in the information you enter 
and prompt you to save the PDF as a new document.  
 
Don’t worry, this notice and the button will disappear.

Steven Freidkin

7900 Westpark Drive, Suite A100 | McLean, VA 22102 | 1-888-996-8482 | www.ntiva.com

INSTRUCTIONS
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ABOUT NTIVA

Ntiva, Inc. is an IT services company that provides commercial and 

 

Consistent, reliable and expert 
management of your entire 
IT infrastructure to keep your 
business up and running at 
peak performance.

Our expert consultants can 
help you with both short and 
long term strategies, from 
budgeting to compliance to 
custom projects designed 

Keeping your business secure is absolutely the 
most important thing you can do. We offer a 
suite of security solutions that can be tailored to 
your budget and your needs.

Look to the cloud for cost savings, security and 

apps and services will take your business to the 
next level.

You can count on us to help you determine the 
right phone system for your communication 
needs, onsite, cloud or hybrid

+ +

+
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MEET THE TEAM! 

A dedicated AM is the primary point of contact for 
the client and will have regularly scheduled telephone 
meetings to review service requirements, monitor their 
resolution, and ensure ongoing customer satisfaction.

managing and growing their team of technical talent.

The TOMs always have the big picture in mind, know 
all technical information about each customer, and are 
ultimately responsible for driving new initiatives and 
opportunities to help the customer get the most out of 
their business technology.

System Admins are responsible for the proactive 
maintenance of network systems, services and devices, 
both remotely and onsite as required. Typical tasks might 
include upgrading and installing workstations and servers, 
troubleshooting problems and managing user accounts.

Our highly trained SEs typically focus on tasks that 
globally impact the network, such as backup and recovery 

name just a few. Ntiva also has SEs who specialize in 

implementation, cybersecurity assessments and planning, 
and other complex projects.

over the phone or email. All our technicians are based in 
the U.S., and are trained to deliver advanced technical 
assistance. This means your call is not answered by 

who simply takes your name and puts you in a queue to 
wait for proper assistance. Our service desk technicians 
will listen to your issues, perform remote troubleshooting, 
and determine the best solution based on the information 
provided. In some cases, unresolved issues will need to be 
directed to the next level of support.
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CLIENT ONBOARDING TIMELINE -
WHAT YOU CAN EXPECT

DAY 1 Client Signs Service 
Agreement

DAYS 2-7 Introductory Call / Kick Off 
Onboarding Process

DAYS 7-10
Information gathering, 
including existing 
documentation

DAYS 10-15 documentation

DAYS 16-20
Ntiva review of discovery and 
documentation, creation of 
client manual

DAYS 20-30 Client reviews manual and 
provides feedback

DAY 30 Support Goes Live!
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ONBOARDING INFORMATION REQUEST

To ensure as smooth a transition as possible and begin documenting your network infrastructure, 
please provide the following information to our Onboarding team.

 

 

USERNAME

 

PASSWORD
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+

+

+ Network Diagram

+ Any other existing IT documentation

+ A complete list of all employee contact information

7900 Westpark Drive, Suite A100 | McLean, VA 22102 
1-888-996-8482 | www.ntiva.com

THANK YOU!

Visit our blog


