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Day 1 Client Intake Checklist
DOCUMENT: M&M-SOW-01 | KNOWLEDGE OPERATIONS SPRINT

OBJECTIVE

To complete client asset ingestion in under 45 minutes with zero operational friction.

SECTION 1: THE REPOSITORY VAULT

Drop raw documentation, existing SOPs, and help center articles into /01_Documentation

Upload 2–3 raw Zoom recordings of past client onboarding demos into /02_Recordings

Provide high-resolution vector logos (SVG/PNG) and brand color hex codes into /03_Branding

SECTION 2: SANDBOX ACCESS & ENVIRONMENT

Provide demo/sandbox user credentials (team@mercerandmills.com)

Confirm designated LMS/portal destination (Skool, Notion, Teachable, or internal LMS)

SECTION 3: GOVERNANCE & PRIVACY LOCK

Executed Mutual Non-Disclosure Agreement (NDA) on file

Milestone 1 (50% Project Deposit) verified

Certified PMP® 14-Day Delivery SLA countdown initiated

STATUS: SCOPE LOCKED DELIVERY SPRINT ACTIVE


