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Getting Started






Welcome to the Business Coaching component of your program.  This service is designed to offer you individual business support as you develop your business plan and establish your business. 

During the training program, you will meet with your business coach one-on-one to help you as you develop your business plan.  These are referred to as your Business Planning Coaching Sessions.

Upon completion of the training program, you will continue to meet with your business coach while you start and grow your business.  These are referred to as your Business Start-up Coaching Sessions.
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During Training  - Business Planning 
How often?












How long?







How?

In Person(  Telephone(  E-mail(
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After Training – Business Start-up

How often?












How long?












How?

In Person(  Telephone(  E-mail(


Meet Your Business Coach

Name:






Telephone:
 




E-mail:






Fax:






Best of luck and enjoy!

[image: image7.wmf]


In This Kit



This kit is designed to give you some tools to help make your business coaching experience relevant and practical. 

Included are:

· Suggested Coaching Session Agenda

· Preparing For Your First Coaching Session

· Business Courtesies Agreement

· Conflict Resolution Process

· Worksheets for Business Planning Coaching Sessions

· Worksheets for Business Start-up Coaching Sessions

Please make sure that you have this kit with you each time you meet with your coach, whether it is in person or by telephone.
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Initial Session

· Establish session objectives and topic(s)

· Review “Preparing for Your First Coaching Session” worksheet

· Review and sign “Business Courtesies Agreement”

· Discuss session topic

· Complete action plan 

· Plan next meeting

Regular Sessions

· Establish session objectives and topic(s)

· Review progress/updates/monthly business report  

· Discuss session topic

· Complete action plan
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Plan next meeting
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Please complete this worksheet on your own ahead of time and discuss with your business coach at your first meeting.
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What do I want my business coach to know about me?
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What do I want to know about my business coach?
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What are my business goals for the next 6 months?
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What are my personal goals for the next 6 months?
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Business Courtesies Agreement






For a business coaching relationship to be successful, it is important that both the business owner and the business coach agree to and respect certain business courtesies.  If there are any other courtesies that both you and your business coach would like to add, please list them in the space provided below.


The business owner and the business coach agree to the following:

1. Maintain professional conduct.

2. Respect confidentiality.

3. Be on time for all appointments.

4. Be prepared for all sessions.  Ask for what you need.

5. Be open and honest.

6. Do not allow interruptions during the session.  For example, during telecoaching sessions, arrange for incoming phone calls to be accepted by another person or by voice mail/answering service.

7. Do not cancel appointments in order to do something else.  This is a legitimate business appointment and is just as important as meeting with a client/customer.

8. Business owner will bring completed monthly business reports to the monthly in-person sessions.  

9. If a conflict arises between the business owner and the business coach, both parties will work together to resolve the issue.  If further mediation is required, both parties should feel comfortable approaching the appropriate delivery agency representative and be confident that this delivery agency representative will act in a fair and objective manner.

10. Other agreements:

We have read and agree to the above business courtesies.

(Business owner’s signature)


(Business coach’s signature)

(Date)




(Date)
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Should any conflicts arise between the business owner and business coach, either party can initiate the following process:

1. Acknowledge the conflict

· Identify specifically what the conflict is about.  Get it clear in your own mind by writing it down.  

· Approach the other person about it.  Agree to discuss the conflict, and when to discuss it.

· Schedule a meeting.

2. Discuss the conflict

· State that you are interested in a solution.

· Discuss what you have observed the other person saying or doing, or the situation that you have observed, and the impact this is having upon you.

· Invite the other person to respond, and actively listen to what they have to say.

· Ask questions to clarify and repeat back what you have understood.  Make sure you are both clear about the situation before you continue.

3. Agree on a solution

· Discuss alternative solutions.

· Decide on a mutually acceptable solution.

· Decide on next steps.

· Thank the other person for their commitment.

· If it is a large conflict, start with small successes and build on this.  Agree to use a mediator if necessary.

4.
Follow up 

· Follow up to ensure the conflict has been resolved.

· [image: image19.wmf]Develop a new action plan, if necessary.
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Journal of Successes & Challenges 

For the period of: 










Use this journal to keep track of key things that have happened to you and your business.  It is for your eyes only.  It may be helpful for you to refer to this journal when preparing for your business coaching session.  Make copies of this page to use for each journal period.


What successes have I experienced?



What challenges have I experienced?


What help do I need?

Action Plan









For the period of: 









Complete this action plan with your business coach at the end of your coaching session.  Make extra copies of this page for use at each session.
Action
Deadline
(










































Journal of Successes & Challenges:  Weeks 4 - 6


Use this journal to keep track of key things that have happened to you and your business.  This journal is for your eyes only.  It may be helpful for you to refer to it when preparing for your second business coaching session.

What successes have I experienced?







Journal of Successes & Challenges

For the period of: 










Use this journal to keep track of key things that have happened to you and your business.  It is for your eyes only.  It may be helpful for you to refer to this journal when preparing for your coaching session.  Make copies of this page to use for each journal period.


What successes have I experienced?



What challenges have I experienced?


What help do I need?

Business Report

Complete this report ahead of time and bring it to your meeting with your business coach.

Name: 



 
For the period of: 





Cash Flow
This Month’s Actuals
Year to Date Actuals
This Month’s Targets from Business Plan
Year to Date Targets from Business Plan

   Sales 





-  Expenses





= Total





Note:  Sales figures are based on revenue and do not include social assistance, allowances or loans.  Business expenses do not include your own personal draw.

Have your received a business loan?  Yes ( No (
If yes, please complete:

Source:  




Amount:  






Date secured:  




Terms:  






What promotional activities have you completed this month?

What contracts/sales have you made?  Please describe.

What other successes have you had?

What challenges have you experienced?

Breakdown of time devoted to your business this month (in hours):

Billable hours/filling sales order


Making sales calls




Promotional activities  



Planning 





Bookkeeping 





General administration 


Other (please describe)  









Total hours: 






Action Plan











For the period of: 









Complete this action plan with your business coach at the end of your coaching session.  Make extra copies of this page for use at each session.
Action
Deadline
(










































Journal of Successes & Challenges:  Weeks 4 - 6


Use this journal to keep track of key things that have happened to you and your business.  This journal is for your eyes only.  It may be helpful for you to refer to it when preparing for your second business coaching session.

What successes have I experienced?


You have successfully completed your program.  We hope this experience has been valuable to you and your business.  Please keep in touch with us and let us know how you are doing.  We will keep you on our mailing list to include you in upcoming business events and networking sessions.

Best of luck with your continued success!

 







� EMBED MS_ClipArt_Gallery.2  ���	Business Planning Coaching Sessions (During Training)





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���
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After the Training Program
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