
Checklist
ONBOARDING



This checklist is the 
next steps to take 

when you know you 
want to work with 

your client.
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Send cl ient a welcome pack

Send the cl ient a contract

Add cl ient to accounting software

Clarify how project wil l  be t ime tracked 
(unless set package)

Send a brand survey

Send the cl ient a NDA

Confirm rates and send init ial  invoice

Schedule a cal l  post discovery to walk 
through steps

Set up cl ient on Milanote (or another 
comms platform) to show the stages 

of work and deliverables



Welcome Pack

1
I t ’s important to kick things off r ight when starting a 

new project with a cl ient.  In a Welcome Pack I  provide 
an intro to myself and a survey l ink so I  can get to 

know my cl ients better.  Transparency and clear 
communication is so key when working with any cl ient!

Consider how you can approach a Welcome Pack 
in a creative way. Some ideas include sending 
a physical pack to clients along with a plant to 
represent the brand you are growing together.



Legal

2
Contracts and NDA’s are essential ,  but aren’t 
something to be spending too much time on. 

Setting up your templates for these forms in 
advance makes the process a lot more simple 
- consider making this process as easy for the 

client to read and sign (Adobe Sign, 17Hats have 
features that allow clients to sign easily).



Finance

3
Setting up invoicing systems is the admin work not 

designer l ikes, but every freelancer needs to do.

I  use a platform (Hnry) for invoicing as it 
calculates tax, superannuation and acts as my 
accountant for me. If you’re freelancing this is 

the easiest way to understand how much money 
needs to be allocated for what.



Communication and 
Project Management

4
I t ’s important to establish how and where you wil l  be 

sharing progress with your cl ients.  To avoid things being 
lost through email ,  I  set my cl ients up on Milanote.

Want to check out more resources?  
Head to the Solei l  Studio Shop

Milanote allows you to lay out your entire 
process, marking off stages as they are 

complete. You can guide your clients through the 
journey where they can comment, select and add 

images to your boards.


