Free Digital Marketing Agency Checklist (2025
Edition)

Everything You Need to Launch and Grow a Profitable Digital Marketing Agency in Nigeria

Phase 1. Registration & Branding

[ 1 Choose a business name

[ ] Register your agency with CAC

[ ] Design a logo & brand identity

[ ] Get a business email & phone number

[ 1 Open a business bank account

Phase 2. Define Your Services
[ ] List your core services (e.g., SEO, social media, email marketing)
[ ] Package your services into clear offers

[ ] Decide on pricing structure (hourly, per project, or monthly retainer)

Phase 3. Set Up Your Online Presence

[ ] Build a professional website

[ ] Create social media profiles (Facebook, Instagram, LinkedIn)
[ ] Optimize your website for SEO

[ ] Create a business portfolio page

[ ] Set up a blog or content strategy

Naijaonlinebiz.com free digital marketing agency checklist



Phase 4. Develop Your Brand Story
[ ] Write your “About” page with your brand story
[ ] Craft a mission and vision statement

[ 1 Add a personal touch to your pitches and bios

Phase 5. Set Your Business Goals & KPIs
[ ] Define short-term and long-term goals

[ 1 Choose KPIs like:

Website traffic

Monthly leads

Client acquisition rate

Retention rate

Phase 6. Organize Your Team
[ ] Define your team structure
[ 1 Hire freelancers or interns (writer, designer, ad specialist, etc.)

[ ] Use collaboration tools (Trello, Slack, and Google Drive)

Phase 7. Tools & Software Setup

[ 1 Social media scheduler (e.g., Buffer, Later)
[ ] Graphic design (Canva, Adobe Express)

[ 1 SEO tools (Ubersuggest, Ahrefs)

[ 1 Email marketing (MailerLite, ConvertKit)

[ 1 Analytics (Google Analytics, Meta Business Suite)
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Phase 8. Build a Starter Portfolio
[ ] Offer free or discounted services to friends or small businesses
[ ] Collect testimonials (written or video)

[ ] Showcase results in case studies

Phase 9. Set Up Contracts & Payments
[ ] Create service agreement templates
[ ] Use invoicing tools (Wave, Paystack)

[ 1 Always collect a deposit before starting

Phase 10. Start Marketing Your Agency
[ ] Run ads (Meta, Google)

[ ] Post tips and client success stories

[ 1 Attend local networking events

[ ] Reach out via email/WhatsApp

[ 1 Encourage referrals and word-of-mouth

Phase 11. Keep Learning

[ ] Follow blogs like Neil Patel, HubSpot

[ ] Take online courses (Udemy, Coursera)

[ ] Join digital marketing WhatsApp/Facebook communities

[ ] Stay updated with trends (Al tools, short-form content, etc.)

Naijaonlinebiz.com free digital marketing agency checklist



This Free Digital Marketing Agency Checklist Is
brought to you by Naijaonlinebiz.com

Naijaonlinebiz.com free digital marketing agency checklist



