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new coaching client checklist








ask bookkeeper for invoice – give as much notice as possible


make new email folder 


move past prospect emails into new email folder 


email address in automatic contacts


add to e-newsletter (check if already there – if not, add)


client profile sheet 


pink hard file (name)


make new hard disk folder 


welcome letter


coaching agreement 


credit card authorisation (if required)


add to client payment tracking spreadsheet 











