Client Engagement Letter 

After they've agreed to service...how working together works, but make it sound very easy for the client.
Subject: Welcome and thank you for trusting me
Hi (name)

Thank you for trusting me with (your project, task, etc.). I am thrilled to have you as a new client. I pride myself on providing (competent, excellent) services to my clients. I encourage you to get in touch with me any time you have questions, comments or feedback. 
What to expect while we work together: 

· Communication is the key to any successful project. I can be reached during the (hours, days) at (through email, phone)

· You’ll get progress reports (weekly, daily) so you know what’s happening with your project.
· Payment is expected (before, halfway, on completion). You’ll be sent an invoice as a reminder.
· In order to get started on the project these are the things I need from you:

· Item 1

· Item 2

· Item 3
· Briefly, my policy on (revisions, deadlines) are as follows:
· (one, three) revisions 

· project milestone deadlines (2 weeks, 1 month)

Please don’t hesitate to get in touch if you have any questions. I look forward to a great working relationship with you.

Best regards,

(your name)

(your company)

(your contact information)
