Freelance Session Planning

Date: [Insert Date]

Client Name: [Client's Name]

Client Address: [Client's Address]

Dear [Client's Name],

Thank you for the opportunity to work together on your upcoming project. | am excited to

discuss our session plan to ensure a productive collaboration. Here are the details of the proposed
sessions:

Session Overview
e Session 1: [Session Title] - [Date & Time] - [Duration]

e Session 2: [Session Title] - [Date & Time] - [Duration]
e Session 3: [Session Title] - [Date & Time] - [Duration]

Objectives
1. [Objective 1]

2. [Obijective 2]
3. [Objective 3]

Preparation
Please ensure that you have the following materials ready before our sessions:
o [Material 1]

o [Material 2]
o [Material 3]

Follow-Up
After each session, | will provide a summary and outline next steps to keep us on track.
Looking forward to our collaboration! Please confirm your availability for the above sessions.

Best regards,



[Your Name]
[Your Contact Information]



