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Customer success onboarding checklist
One row per task, 27 tasks in six phases. Owners, due-date timing and evidence are illustrative: replace them with names, real dates and links.
Grey italic text is an example. Replace it with your own content.
	Phase
	Task
	Accountable owner
	Customer owner
	Due date
	Evidence
	Status
	Escalation

	Sales handoff
	Confirm purchased scope and exclusions
	Account executive
	Sponsor
	Before kickoff
	Signed scope linked
	Not started
	CS lead

	Sales handoff
	Record promised outcomes and deadlines
	Account executive
	Sponsor
	Before kickoff
	Promise log reviewed
	Not started
	Sales lead

	Sales handoff
	Name the onboarding lead and ongoing CSM
	CS lead
	Sponsor
	Before kickoff
	Ownership accepted
	Not started
	CS director

	Sales handoff
	Identify decision-maker, champion and admin
	Onboarding lead
	Sponsor
	Before kickoff
	Contact map confirmed
	Not started
	Account executive

	Sales handoff
	Log open risks and dependencies
	Onboarding lead
	Project lead
	Before kickoff
	Risk list acknowledged
	Not started
	CS lead

	Kickoff
	Confirm business outcome and first-value event
	Onboarding lead
	Sponsor
	Kickoff
	Outcome approved
	Not started
	CS lead

	Kickoff
	Agree milestones and decision dates
	Onboarding lead
	Project lead
	Kickoff
	Shared plan accepted
	Not started
	Sponsor

	Kickoff
	Agree communication and escalation channels
	Onboarding lead
	Project lead
	Kickoff
	Written working agreement
	Not started
	CS lead

	Kickoff
	Assign every customer-side prerequisite
	Implementation lead
	Admin
	Kickoff
	Named owners in plan
	Not started
	Project lead

	Kickoff
	Send decision log and next actions
	Onboarding lead
	Project lead
	After kickoff
	Summary acknowledged
	Not started
	Sponsor

	Setup
	Provision agreed workspace and permissions
	Implementation lead
	Admin
	Before test
	Access test recorded
	Not started
	Technical lead

	Setup
	Verify integration prerequisites
	Technical lead
	Admin
	Before test
	Connection test result
	Not started
	Project lead

	Setup
	Validate sample or migrated data
	Technical lead
	Data owner
	Before test
	Reconciliation signed
	Not started
	Sponsor

	Setup
	Confirm required security approvals
	Security owner
	Security contact
	Before go-live
	Approval reference
	Not started
	Sponsor

	Setup
	Record configuration and exceptions
	Implementation lead
	Admin
	Before training
	Configuration record
	Not started
	CS lead

	First value
	Run the agreed customer workflow
	Onboarding lead
	Workflow owner
	At pilot
	Workflow result captured
	Not started
	Project lead

	First value
	Compare result with success criterion
	Onboarding lead
	Sponsor
	At pilot
	Outcome accepted
	Not started
	CS lead

	First value
	Resolve or accept launch blockers
	Technical lead
	Project lead
	Before go-live
	Decision log signed
	Not started
	Sponsor

	First value
	Obtain customer go-live approval
	Onboarding lead
	Sponsor
	At go-live
	Approval recorded
	Not started
	CS director

	Enablement
	Train admins on routine changes
	Enablement lead
	Admin
	Before handoff
	Practice task completed
	Not started
	Project lead

	Enablement
	Train end users on the primary workflow
	Enablement lead
	Team lead
	Before handoff
	User exercise completed
	Not started
	Project lead

	Enablement
	Publish help and support contacts
	Support lead
	Admin
	Before handoff
	Resource link confirmed
	Not started
	CS lead

	Enablement
	Check usage of the target workflow
	Ongoing CSM
	Team lead
	After go-live
	Usage review logged
	Not started
	CS lead

	Handoff
	Review all outstanding commitments
	Onboarding lead
	Project lead
	At handoff
	Open items accepted
	Not started
	CS director

	Handoff
	Confirm first-value evidence and risks
	Ongoing CSM
	Sponsor
	At handoff
	Success summary accepted
	Not started
	CS lead

	Handoff
	Agree next review and operating cadence
	Ongoing CSM
	Sponsor
	At handoff
	Calendar invitation
	Not started
	CS lead

	Handoff
	Transfer owner, notes and customer contacts
	Onboarding lead
	Project lead
	At handoff
	Account record acknowledged
	Not started
	CS director
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