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04. ONBOARDING SYSTEM

The onboarding process is a crucial stage in our relationship
because it is the beginning of us truly beginning to work
together. It's also the runway which launches the delivery of all
of our services.

It's important that it runs with minimum pain, that it creates
the very best experience for you and requires the least effort
from your team.

The onboarding system we have developed is made up of
4 sub-systems. They run independently of each other and
ensure the most efficient onboarding of you as a new client to
MAP. These are...

01. LAUNCH SEQUENCE
02. PROFESSIONAL CLEARANCE
03. TAX AUTHORISATION

04. WELCOME PROCESS
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O01. LAUNCH SEQUENCE

The launch sequence is what runs all of the other onboarding systems. It starts
when you sign the Letter of Engagement and stops when the onboarding
meeting has taken place and the delivery of our services begin.

Welcome Callis Made
by Client Coordinator
Further details are captured
Letter of Permission to talk to previous
You Complete a GoCardless Mandate accountant confirmed (or

E
r.\gcl‘gement Basic Fact Find is Setup future date to contact them
is Signed
agreed)

+ Permission to make social
media announcement is
confirmed
Onboarding meeting is agreed

Onboarding Meeting Takes Place
by your MAP Finance Director

Pre-Flight Callis Made - All information is confirmed We'll send you the link

by Client Coordinator Reminders Are Sent during the meeting To Our Xero Training Videos
* Key dates are agreed such

Final check to make sure we Out For On!ooqrding as what day the Monthly «  Thank you email is sent out
hQVe e\/er\/th_mg we n‘eed for Meetlng MOnOgement Accounts O |_|nkS to trdiﬂihg VldeOS for
the onboarding meeting meeting takes place Xero are sent

+ Your delivery system is
activated for the services
you've chosen
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02. PROFESSIONAL CLEARANCE

The professional clearance processis always a challenge because we're dealing
with a third party who we have no control over and who may not be happy that
we now have their client. However, this process is designed to make it as smooth

atransition as possible.

Welcome Cadll
Has Been Made
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Previous Accountant
Is Contacted
Immediately

Previous Accountant
Is Contacted
On An Agreed Date

+  Automated email is sent with

« Accountant is directed to a

Previous Accountant s
Contacted

Client Coordinator
Continues To Chase
Accountant Until
We Have Everything

a list of what we need

Google Drive folder to upload
everything we need

+ Accountant is then called to

ask for anything that is missing

MAP.

MAP Financial
Controller Confirms
Everything Is
Complete & Accurate

Previous Accountant
Is Thanked &
Gift Sent
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03. TAX AUTHORISATION

We will need to acquire authorisation frorm HMRC to be able to access your tax
details and act as your tax agent. In the UK, we need authorisation for up to 4
types of tax and we want this system to keep running until all 4 have been
provided. However, we do not want progress to be halted if we have to wait for
any specific one. So all authorisations runindependently of each other.

ThegqxtAu:hg';ty We Send You An As Each Authorisation The System Keeps
Welcome Call s Lontacte Email To Tell You Code Is Received Looping Round

Has Been Made Authorisation What To Do As Each It Is Confirmed Until All Authorisations
Requested Authorisation Codes In the System Are Received
for each Tax Arrive

We Inform You When
All Codes Have Been
Received
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04. WELCOME PROCESS

You can only have a Welcome Process if everything else during the Onboarding
System is watertight. But if you have that, then this process provides an
outstanding, world-class experience for your client, which...... is why we invest in
getting our systems rightin the first place.

Welcome Cadll

Welcome Pack We Announce Our New Working

Has B Mad
as Been Haae In The Post Relationship On Social Media
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We Send Your Subject To Your Prior Agreement,

MAP.






