Client Communication Plan

Date: [Insert Date]

To: [Client's Name]

From: [Your Name]

Subject: Personalized Communication Plan
Dear [Client's Name],

We are excited to present your personalized communication plan designed to keep you informed
and engaged throughout our partnership.

Objectives
e To provide timely updates regarding [specific project or service]

e To ensure all your questions are addressed promptly
o To foster a strong working relationship

Preferred Communication Channels

Based on our discussions, your preferred communication channels are:
e Email: [Client's Email]

e Phone: [Client's Phone Number]
e Video Calls: [Preferred Platform]

Communication Frequency

We will ensure that you receive updates on the following schedule:
o Weekly progress updates every [day of the week]

« Monthly review meetings on [specific date]
e As needed, when urgent issues arise

Feedback Loop

Your feedback is crucial. Please feel free to reach out anytime via the above channels to share
your thoughts or concerns.

We look forward to a successful collaboration.



Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



