
Client Name:    


SERVICE PLAN
Phone:    



Plan Date:    

Client Contact:   


Email:   

What is the real opportunity, problem, or need?


Who are the players (decision makers, influencers, etc.)?



What are the primary deliverables?


What will we do to exceed client expectations around professionalism?



What will we do to exceed client expectations around communication?



What will we do to exceed client expectations around availability and responsiveness?


What will we do to exceed client expectations around quality, value, and timeliness?



What will we do to exceed client expectations regarding our expertise?


SERVICE PLAN (continued)





What will we do to exceed client expectations regarding problem management?











What can we do/provide (within the constraints of the relationship) that would 


make the client say WOW!?











Tools�



Target Completion Date�



Who�
�
•   Decision Matrix�
�
�
�
•   Stakeholder Analysis�
�
�
�
•   Presentation Guide�
�
�
�
•   Communication Matrix�
�
�
�
•   Project Summary�
�
�
�
•   Lessons Learned Summary�
�
�
�
•   Relationship Extension Plan�
�
�
�



Project/Relationship Notes


Enter any ideas, tips, techniques that will aid in maintaining a positive 


relationship during each phase of the effort with this client.





Initiation:


   	








Planning:   	











Implementation:   	








Close Out:   		

















