Client Ready Kit Example
This fictional sample shows how one verified business profile can support a client brief, scope overview, handover checklist and editable follow up messages. Review every date, amount and business fact before use.
Client brief
	Field
	Example entry

	Business
	Willow and Bloom

	Client
	Riverside Events

	Project
	Seasonal event arrangements

	Event date
	24 October 2026

	Colour direction
	White, green and a small blush accent

	Review point
	Confirm quantities, venue access and final delivery window


Scope overview
Willow and Bloom will prepare the arrangements listed in the approved quote using the quantities, colour direction and delivery details confirmed by the client. This overview is an operational summary and is not a legal contract.
Included work
Prepare two seasonal table arrangements
Package the arrangements for local transport
Deliver within the confirmed venue access window
Client confirmation
The client should confirm the venue contact, access time and requested colour direction before preparation starts. Any change to quantities or delivery requirements should be reflected in an updated quote.

Handover checklist
	Done
	Check
	Notes

	[ ]
	Quantities match the approved quote
	

	[ ]
	Customer names and dates were reviewed
	

	[ ]
	Packaging is secure
	

	[ ]
	Venue contact and delivery window were confirmed
	

	[ ]
	Final client copy is ready to share
	


Follow up message drafts
Quote follow up
Hello [Client name], I am checking whether you have any questions about quote [Quote number]. I can update the scope if the quantities or delivery details have changed.
Approaching due date
Hello [Client name], this is a reminder that invoice [Invoice number] is due on [Due date]. Please review the amount and payment details in the invoice before paying.
Recently overdue
Hello [Client name], our records show that invoice [Invoice number] was due on [Due date]. Please let me know if you need another copy or if the payment details require review.
Receipt acknowledgement
Hello [Client name], attached is receipt [Receipt number] based on the payment details recorded for [Reference]. Please tell me if any entered detail needs correction.
Handover follow up
Hello [Client name], I have completed the agreed handover items for [Project]. Please review the files and let me know if anything listed in the approved scope is missing.
Example only. Replace every bracketed field and verify the facts before sending.




