
The First Client Acquisition Checklist
Your Actionable Guide to Landing Your First Paying Client in 30 Days



Congratulations! You're an Action-Taker.
You've just taken the single most important step that separates successful side hustlers from 
perpetual dreamers: you decided to get the plan.

This checklist isn't another blog post to read. It's a toolkit for doing. It's your interactive, step-
by-step companion to bridge the gap between having an idea and getting a paying client.

How to Use This Guide:

Print it out: This is a hands-on document.
Check the boxes: Progress feels good. Track it.
Use the templates: Don't reinvent the wheel. Adapt our proven scripts.
Track your outreach: Use the bonus tracker at the end to stay organized.

Your journey to your first $1,000 starts not with a grand vision, but with one email, one 
conversation, and one happy client. This guide will help you get all three.

"The secret to getting ahead is getting started." - Mark Twain

Let's get started.



Part 1: The Pre-Launch Checklist
Before you send a single email, make sure your foundation is solid. This takes 60 minutes and 
will 10x your confidence.

1. Solidify Your "One-Liner"
Formula: I help [Target Customer] achieve [Specific Result] through [Your Service].
My One-Liner: ____________________________________________________

2. Set Your "First Client" Price
It doesn't have to be perfect, just a starting point. Research 3 competitors and price 
yourself slightly below them to start.
My Starting Price (per project or per package): _________________________

3. Create a "Minimum Viable Portfolio"
You don't need a fancy website. A simple, professional showcase is enough.
Option A (Best for Writers/Designers): A shared Google Drive folder with 3 sample 
projects.
Option B (Best for VAs/Consultants): A detailed LinkedIn profile with clear descriptions of 
your skills and past accomplishments (even from your 9-5 job).
My Portfolio Link: ________________________________________________

4. Set Up Your Payment System
Be ready to get paid professionally from day one.
Recommended: Set up a free Wave account for invoicing or a PayPal Business account.
My payment system is active and ready: 
Yes



The Outreach Engine: Email Templates
Template #1: The "Warm Network" Pitch (The 5 Friends Method)

Use this for friends, family, and former colleagues who know and trust you.

Subject: A little help? / Quick question

Hi [Name],

Hope you're doing well!

I'm reaching out with some exciting news – I've just launched a new side hustle providing [Your Service, e.g., virtual 
assistant services for busy entrepreneurs].

Since I'm just getting started, I'm offering a special "friends and family" discount of [e.g., 30% off] to my first three 
clients to build my portfolio. I thought of you because I know you [mention something relevant to them, e.g., run a 
successful coaching business].

Would you be interested in hearing more about how I can help you [achieve specific result, e.g., manage your social 
media presence]? No pressure at all, but I'd be grateful for the chance to work with you.

Best,
[Your Name]

Why it works: It leverages existing trust and frames your offer as a collaborative win-win, making it easy for 
them to say "yes."

Template #2: The "Value-First" Cold Pitch

Use this when contacting a business you admire but have no connection to. Research is key.

Subject: Idea for [Their Company Name]'s [Area of Focus, e.g., Blog]

Hi [Name],

I'm a huge fan of the work [Their Company Name] is doing, especially your recent [mention something specific you 
liked, e.g., article on sustainable marketing].

I noticed that while your content is excellent, you don't seem to be [mention a specific, small opportunity, e.g., 
repurposing it as quote graphics for Instagram].

My name is [Your Name], and I specialize in helping businesses like yours [your one-liner, e.g., increase their social 
media engagement through compelling visual content]. I put together a quick example of what one of your recent 
blog posts could look like as an Instagram graphic [Link to your sample work].

Would you be open to a brief 15-minute chat next week to discuss how a similar strategy could benefit [Their 
Company Name]?

Best regards,
[Your Name]

Why it works: You're leading with a free, customized idea, which demonstrates your expertise and 
generosity before you ask for anything in return.



Template #3: The Social Media Group Reply

Use this when someone in a Facebook/LinkedIn group asks for help related to your service. Never just drop your link.

Hi [Name],

Great question about [the topic they asked about]. I've found that the most effective way to handle [their problem] is 
to [provide a genuine, 2-3 sentence tip of real value]. For example, you could try [specific actionable advice].

I actually specialize in this and help my clients with [your service] all the time. If you'd like to chat more about your 
specific situation, feel free to send me a direct message. Happy to help!

Why it works: You establish yourself as a helpful expert to the entire group, making your direct message 
offer a natural next step instead of an unsolicited pitch.



Part 3: The Conversation
The Confident Pricing Worksheet

Use this simple formula to quote projects confidently. Avoid hourly rates!

AmountYour Notes (e.g., $30/hr x 10 hrs)Component

$_______________________________________Project Rate

+ $___________(For edits, unexpected issues)+ 20% Project Buffer

= $___________(This is the number you send)= Total Project Price

The Gentle Follow-Up Sequence (When 
They Don't Reply)

Email #1: (3 Business Days After Initial Pitch)

Subject: Re: [Original Subject Line]
"Hi [Name], just wanted to gently bump this up to the top of your inbox. Let me know if you had a chance to consider 
my proposal. Thanks!"

Email #2: (7 Business Days After Initial Pitch)

Subject: Re: [Original Subject Line]
"Hi [Name], checking in one last time on this. If the timing isn't right, no problem at all. I'll assume you're all set for 
now, but please don't hesitate to reach out if anything changes in the future. Wishing you all the best with [Their 
Company Name]."



Bonus: Your First 20 Prospects Tracker
Success is a numbers game. Track your outreach to stay motivated and organized.

StatusDate Follow-
up #2

Date Follow-up 
#1

Date 1st ContactContact 
Info

Prospect Name / 
Company

Status Key: Pitched, Replied, In Conversation, Not a Fit, CLIENT!



You Have the Plan. Now Execute.
You are now more prepared than 99% of people who "think" about starting a side hustle. You 
have the framework, the templates, and the tools to take meaningful action today.

Your Mission for This Week:

1.  ✅ Complete the Pre-Launch Checklist.
2.    Fill out the Outreach Tracker with your first 10 prospects.
3.  Ç Send your first 5 customized pitches.

Using emojis makes it more engaging and modern.

For more in-depth strategies on everything from pricing to scaling, be sure to visit us at 
SmartRemoteGigs.com.

We'd love to hear about your first client win!
Share your success story with us by emailing [hello@smartremotegigs.com] or tagging us on 
social media [@SmartRemoteGigs].

You've got this.
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