Initial Client Contact (Soft Handoff) Agenda
Purpose: Introduce the Implementation team, establish communication, and outline the next steps before the official kickoff meeting.
1. Introductions
· Introduce the Project Manager, Implementation Manager, and Implementation Admin.
· Explain each person's role throughout the implementation.
· Establish the Project Manager as the client's primary point of contact.
2. Welcome to HR Butler
· Welcome the client to HR Butler.
· Express excitement about partnering with them throughout their implementation journey.
3. Project Plan Overview
· Explain that the Project Manager will be developing and managing the implementation project plan.
· Discuss how the project plan will help keep the implementation organized, establish milestones, and track progress through go-live.
4. Next Steps
· Let the client know they will receive a welcome email following the call.
· Schedule the official Kickoff Meeting.
· Explain that Payroll will be introduced during the Kickoff Meeting and will remain involved through go-live.
5. Prior Payroll Data
· Discuss the process of gathering prior payroll information.
· Ask the client to watch for any authorization code or verification requests from their current payroll provider, as these may be needed to access and convert prior payroll data.
6. Questions & Closing
· Answer any initial questions.
· Confirm next steps and upcoming communication.
· Thank the client and express excitement about working together.

Estimated Meeting Time:
10–15 minutes
This agenda keeps the Initial Client Contact focused on relationship building, setting expectations, and preparing the client for the implementation journey, while leaving the detailed implementation discussion for the Kickoff Meeting.

