
CLIENT 
PROCESS 
WORKFLOW

Learn how to create 
an effective client 
process.

A  C O M P L E T E  G U I D E
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THE CLIENT PROCESS



Having a 
process is 
essential to 
setting client 
expectations.
Not having a process is problematic 

because it causes confusion 

because there are no clear steps 

clients can anticipate. I learned the 
hard way but now I currently have a 

process, and I believe any creative 

should have a set process they 

share with the client 

Qualify the potential client and 

discover if they are a good fit.

Questionnaire

Meet with the client face to face and 

ask questions that define the value 

of the project. 

First Meeting

Set expectations and define the 

statement of work and standards you 

and the client agree upon.

Client Agreement

Based on the overall goals of the 

project, present the solution 

explaining how it meets those goals.

Present Solution

Create a specific time for feedback 

and changes that is attached to a 

deadline. 

Revisions

Launch the project while anticipating a 

follow up meeting to measure 

performance

Launch



Your goal is to discover 
if the client qualifies to 
work with you.

THE QUESTIONNAIRE

The questionnaire contains questions 
about their business questions to 

uncover the value of their project but 
also questions about what their 

business goals are and what they 

would like to see out of the project if 
everything went ideally.

Confirm in the beginning stages if you and 

the client’s project are a good fit for one 
another. 

Does the client have a reasonable 

deadline? Can they client afford you? Do 

you actually like the interaction client 
rapport? Are they respectful? Are they 

professional? Do they listen?

LEARN ABOUT THE PROJECT QUALIFY THE CLIENT



In the first meeting 
uncover enough 
information to chart 
a path forward.
The chances of a successful project increase 

dramatically when the first meeting is face to face. 

This can be a video conference over the Internet 
or meeting in person.

THE FIRST MEETING



The first meeting is  
an opportunity see 
if you like the 
project and can 
deliver value.
In this meeting your main goal is to find out 

how you can produce value for the client, meet 

their deadline and uncover any new problems 
that need to be solved. Often times clients may 

focus on a central issue but there are other 

ways you can provide value. 

Ask the client “If everything goes 

perfect what does success look 

like?” With this question you will 

discover what the client views as 

important and the future state they 

desire when the project is over. You 

now have a goal to frame your work 

around. 

Ask the client “What would you 

consider fair for this project?” With 

this question you will discover what 

to AVOID. The client will share what 

they are most afraid and you will gain 

an advantage of what to stay away 

from. 

WHAT IS SUCCESS? WHAT IS FAILURE?

Ask the client “What will happen if 

this problem is not solved?” As a 

creative professional you are in the 

business of solving problem. The 

client’s answer will tell you of the risk 

that is at stake for the project. 

Ask the client “How will you make 

your decision to move forward?” 

With this question the client will 

reveal whether they will base their 

decision on price, timelines, or a 

specific result. Your proposal should 

be pertained around this answer.

SOLVING THE PROBLEM THE DECISION
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Pro Tip: Before the first meeting research the client. A 
Google search can reveal key information, such as the 
history of the client or the type of projects they work on.



Explain the path 
forward and outline 
the solution the 
problem.
After the initial meeting, use what you’ve 
learned to research and find out what the best 

solution. That research should result in one of 

two things: 

(1) a roadmap 
(2) a proposal which further details the solution 

and timeline.

ROADMAP AND PROPOSAL



What is the solution, 
what will you do and 
how much will it cost?

ROADMAP AND PROPOSAL

A roadmap which describes to 

the client what path we need to 

take to help them accomplish 
their goals and what they need to 

do to make that happen.

Craft what the solution is in a proposal and 

describe the work I'm going to do as well 

as the cost of that solution. The client may 
have feedback, and we can talk through 

the roadmap or the proposal and change 
things accordingly, but at the end of it, all 

pricing is agreed-upon as well as if they 

want to move forward or not.

THE ROADMAP THE PROPOSAL



The contract should 
be a win-win and 
protect both the 
client and creative.
Once you are aligned on the proposal and 

solution the next step is to draw up a client 
agreement. This is the same thing as a contract 

but client agreement sounds a little less harsh 

and reiterates that you are both in agreement of 

the terms. 

THE CLIENT AGREEMENT



Set expectations on the 
tasks and success 
metrics and payment.

THE CLIENT AGREEMENT

The client agreement or contract 
should contain the statement of work 

as well as the scope of work. 

In the statement of work this will define 

a projects goal, deliverables and 
performance statements, while the 

scope of work focuses on the specific 

tasks the creative will do on a single or 
ongoing basis. 

The client agreement also has payment 
terms included. 

This may be the amount I outlined in a 
proposal but may also include payment 

terms if they're on a payment plan. 

Before any works begins, the client must 

pay a deposit or the full amount.

STATEMENT OF WORK THE FIRST PAYMENT



Keep the client up 
to date with where 
you are at in the 
process.
After payment is made, you can begin the work as 
outlined in the roadmap session or proposal. Email 

the client on a weekly basis with updates on work 

you completed and what the client has to expect 

next in the process. The client will get a chance to 

give feedback during the designated time.

MILESTONES AND CHECKPOINTS



Explain how your 
actions relate to 
solving the client’s 
initial problem.
When the work has gotten to about 80% to 90% 

completion schedule a meeting to present the 

solution to the client. Walk the client through 
certain design decision and explain how  your 

actions were in the best interest for the success of 

the project. This should be a short slide deck and 

in which you show how you met success metrics, 

avoided failure and reached project goals.

SOLUTION PRESENTATION



Set specific times 
for client feedback 
and changes
A revision cycle is a designated amount of time in 

which your client can give feedback to make 

changes if they aligned with the successors all of 

the projects. 

I recommend to use at least two revision cycles for 

my clients. This limit is not to limit what I hear from 

the customer what is 2 get them to focus 

specifically on what is essential and what is not.

REVISION CYCLES



Your client may 
have a need to 
express feedback.

Meeting the agreed upon deadline is the more 

significant changing a button color from green to 

lime green may not be crucial and it's also 
something we can do after launch. 

Clearly communicate with the client if any piece of 

feedback impacts the current deadline and adjust 

accordingly.

As a creative professional it is 

your role to deliver the agreed 

upon assets.

It is your clients role to serve 
focus on goals and serve as a 

subject matter expert.

YOUR ROLE YOUR CLIENT’S ROLE



Complete all tasks 
and launch on the 
deadline
If the client is on a payment plan before launching 

the final payment must be made. I implement all 

feedback I was given during revision cycles, set a 

launch date, test and provide the client a couple of 
to-dos to ensure they have a successful launch. 

In anticipation of a case study document your 

thoughts about the project and any challenges 

you had to overcome. This is a great time to 
celebrate and summarize all your accomplished in 

getting to the final product. 

PROJECT LAUNCH



Show the client you 
care and check-in 
after launch.
It’s common courtesy and excellent customer 
service to follow up. Follow up 2 weeks to a month 

after completing the project. Ask if things are 

working out like the customer planned, perhaps 

there are some other areas you can provide 

assistance. 

If they are happy with your overall process, this is 

also an excellent time to ask them to give a review 

of your whole process and use their testimony in 

case studies and advertising. 

THE FOLLOW UP 



Nathan Allotey: web 
designer and digital 
marketing strategist

W H O  C R E A T E D  T H I S  G U I D E ?

Nathan is a Digital marketing consultant, designer, podcaster, and 
author of Freelance Jumpstart. He hosts the Freelance Jumpstart 
Podcast an online resource that teaches creatives the business side of 
freelance. 

Nathan thrive’s at empowering freelancers and creative entrepreneurs 
to unlock their unique value by bridging the gap between creative skill 
and business expertise.

THE BUSINESS OF FREELANCE



Bridge the gap 
between creativity 
and business. 
If you are going to be successful you 

need a roadmap. Something or someone 

to guide you along your journey and help 

you avoid common pitfalls that cripple 

freelancers.

BOOK YOUR SESSION

WAS THIS GUIDE VALUABLE?

https://nathanallotey.com/product/business-consulting-nathan/?utm_source=pdf%20download&utm_medium=button&utm_campaign=lead%20magnets&utm_term=book%20your%20session&utm_content=10%20questions%20guide
https://nathanallotey.com/product/business-consulting-nathan/?utm_source=pdf%20download&utm_medium=button&utm_campaign=lead%20magnets&utm_term=book%20your%20session&utm_content=10%20questions%20guide

