
Client Engagement Guidelines 

Dear [Client's Name], 

We are excited to embark on this journey with you! To ensure a productive partnership, we have 

outlined the following Client Engagement Guidelines: 

1. Communication 

We encourage open and transparent communication. Please feel free to reach out via email or 

phone with any questions or concerns. 

2. Meetings 

Regular check-in meetings will be scheduled to discuss progress and adjustments needed. Please 

prioritize these sessions. 

3. Feedback 

Your feedback is invaluable to our collaboration. We invite you to share your thoughts and 

suggestions at any time. 

4. Responsiveness 

Please aim to respond to our communications within [X] business days to keep the project on 

track. 

5. Confidentiality 

We value your privacy and assure you that all shared information will be kept strictly 

confidential. 

Thank you for choosing us as your partner. We look forward to achieving great success together! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


