
© BizKitGo!  2025. All rights reserved.

Client Experience Guide
 A Complete Toolkit for 

Freelancers & Consultants

This guide will walk you through every step of working with clients — 
from your first introduction to wrapping up a successful project. You 
will find ready-to-use templates, copy examples, and tools to make 
your process smooth, professional, and consistent.
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Using Your Client Experience Tools

This guide will help you confidently use the client experience templates 
provided in your BizKitGo! Business Kit. Each section explains what each tool 
is, when to use it, and how to customize it so you look professional and 
provide a smooth client experience.

The Client Journey at a Glance

Your tools are organized around the stages of working with a client:

Each tool fits naturally into this journey.

Stage 1: 🧲Attract (Showcasing Your Work)

Showcase your skills and set a professional first impression - Use your 
website copy, portfolio, and case studies to demonstrate what you do, who 
you serve, and the results you deliver.

Website Copy Templates

Use when: You’re setting up your website or updating your online presence.
How: Customize the About Me, Services, and Contact sections with your role, 
industry, audience, and outcomes. Keep sentences short and client-focused.

Case Study Template

Use when: You want to highlight results and impact from a project.
How: Fill in the overview, solution, and results. Keep each section 2–3 
sentences, and include client testimonials if available.

Portfolio Templates

Use when: You are sharing examples of past work with potential clients.
How: Use the Portfolio Page template for each project. Add a title, short 
description, your role, deliverables, and outcomes.

Attract Secure Onboard Get Paid Wrap Up
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Stage 2: 🔒Secure (Turning Interest into Commitment)

Turn interest into a signed agreement - With a clear proposal and a 
straight-forward contract, you’ll set expectations, protect yourself, and give 
clients confidence in working with you.

2 Proposal Templates

Use when: A prospective client has expressed a need or interest and you’re 
ready to outline the project.
How: Replace the placeholders with client/project details. Share the 
approach you would take to achieve the desired outcomes and convey your 
fees.

Contract Example

Use when: The proposal is approved.
How: Fill in names, services, payment terms, and deadlines. Keep this as your 
protection — it outlines “the rules” of the engagement. (Have an attorney 
review the contract template you ultimately choose to use.)

Stage 3:       Onboard (Starting the Relationship Right)

Start strong and set the tone for the relationship - Welcome new clients, 
gather the information you need, and confirm all details before the work 
begins.

Welcome Email (Customized for Freelancers and Consultants)

Use when: The contract is signed and deposit received.
How: Personalize your welcome message with the project name, attach the 
intake form, and set expectations for communication and timelines.

Intake Form/Kickoff Call Outline (2 Versions Customized for 
Freelancers and Consultants)

Use when: It’s time to gather details at the start of the project.
How: This can be used either as a form or as the outline for a project kick off 
call with the client. It’s an opportunity to confirm the goals, approach, 
resources, and methods of working with the client. 
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Kickoff Checklist

Use when: Internally, before starting any work.
How: Confirm you’ve received everything you need (contract, deposit, intake 
form, access to files). This prevents scope confusion later.

Stage 4: 💰Get Paid (Managing Payments with 
Professionalism)

Handle client payments with professionalism and ease - Use the invoice 
template to bill clients, along with the provided email templates to send 
initial invoices, friendly reminders, and overdue notices. These tools help 
ensure you get paid on time and without awkwardness.

Invoice Template

Use when: Before starting work (for deposits) or at agreed-upon milestones.
How: Fill in your logo, client info, deliverables, amounts, and due date. State 
payment terms clearly.

Invoice Email (Initial)

Use when: Sending an invoice for the first time.
How: Attach the invoice, note what it’s for, and include payment methods.

Payment Reminder Email

Use when: A few days before or on the due date if payment hasn’t been 
received.
How: Keep the tone friendly and professional; include invoice number and 
link.

Past Due Notification

Use when: Payment is late.
How: Be firm but polite. Set a new deadline and note any late fees, if 
applicable.
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Stage 5:      Wrap-Up (Closing the Project Strong)

Close the project with professionalism and care - Deliver final files, request 
testimonials, and offer future ways to work together so the client journey 
ends on a high note.

Wrap-Up Email

Use when: Providing the final deliverables.
How: Provide links or attachments, include short usage instructions, if 
applicable, and set a support window if you allow clarifications.

Testimonial Request

Use when: Shortly after project completion.
How: Ask for feedback using simple prompts. Offer to draft a testimonial for 
them to approve if they are busy.

Next Steps / Additional Offerings Email

Use when: Suggesting continued collaboration.
How: List 2–3 options for future support. Keep it light and supportive — no 
pressure.
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Quick Reference Checklist

✅ Attract → Website Copy, Portfolio, Case Study
✅ Secure → Proposal, Contract
✅ Onboard → Welcome Email, Intake Form, Kickoff Checklist
✅ Deliver → Invoice & Payment Emails
✅ Wrap-Up → Wrap-Up Email, Testimonial Request, Next Steps

Tips for Customizing

● Replace all bracketed placeholders [like this].
● Keep your tone consistent with your brand (professional, warm, bold, 

etc.).
● Save everything in both an editable format (Docs/Sheets) and PDF 

format for a polished client-facing version.
● Use the checklist at the end of each project to ensure you did not miss 

a step.

⭐ With these tools, you will guide clients through a smooth, professional, and 
repeatable journey — from first impression to final testimonial.


