
Freelance Project Onboarding 

Date: [Insert Date] 

Dear [Client's Name], 

I hope this message finds you well. I am excited to begin our consulting collaboration and to help 

you achieve your project goals. Below is an outline of the onboarding process and key initial 

steps. 

Onboarding Process 

1. Project Kick-off Meeting: Let's schedule a meeting to discuss your objectives and 

expectations. 

2. Information Gathering: Please provide any relevant documents and data that will 

facilitate our work. 

3. Deliverables Timeline: I will prepare a proposed timeline for the project and key 

deliverables. 

4. Contract & Payment Terms: Review the contract and confirm payment arrangements. 

5. Regular Check-ins: Establish a schedule for regular updates and feedback sessions. 

Next Steps 

Please reply with your availability for the kick-off meeting, and feel free to share any immediate 

questions or concerns. 

Thank you for entrusting me with this project. I look forward to working together! 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Website/Portfolio] 


