
Acknowledgments xi
Preface xiii
Introduction xv

Part 1 Practice Support 1

Chapter 1 About Coaching and Being a Coach 3
 1. Client Q&A about Business and Personal Coaching 4
 2. Coachee Q&A about Business and Personal Coaching 6
 3. Benefi ts of Being a Professional Coach 9
 4.  All about Coaching: 100 Key Points about Coaching and the 

Coaching Process 11
 5. Coaching Customs 14
 6. Primary Foci of Coaching 16
 7. Coaching Focus Areas 18
 8. The Professional Coach Is . . .  19
 9. Basics of the Coaching Relationship 20
10. Things People Want Most 21
11. Coachee Situations 24
12. Should You Be a Coach? 27

Chapter 2 About the Prospective Coachee 29
 1. Top Questions to Ask a Potential Client 30
 2. Potential Coachee Selling Questions 31
 3. Top Sellable Personal Features of the Coaching Service 33
 4. Benefi ts of Working with a Coach 35
 5. Top Five Objections Potential Clients Raise 37
 6. Client Lead Form 39
 7. How I Coach 41
 8. How I Coach Clients 43
 9. How I Coach Coachees 44
10. Coachability Index 45
11. Complimentary or First Session Agenda 46
12. Referral Thank You Letter 48

Chapter 3 For the New Client/Coachee 49
 1. Agreement 51
 2. Credit Card Authorization 53
 3. Welcome 54
 4. Coachee Profi le 55

Contents

v

CO
PYRIG

HTED
 M

ATERIA
L

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



vi    Contents

 5. How to Get the Most Out of Your Coaching 63
 6. Focus and Scope of Work 67
 7. Client Data Sheet 68
 8. Coachee Data Sheet 70
 9. Welcome to Clients 72
10. Welcome to Coachees 77
11. Preparing for Coaching: Client Welcome Letter 82
12. Top 10 Ways to Get the Most Out of Coaching 84
13. What to Talk about with Your Coach 87
14. Comprehensive Assessment Chart 89
15. Welcome to Coaching 90
16. Coachee History 91
17. I Believe in You: The Coach’s Credo 92
18. Assessment Summary 93
19. Goals List 96
20. Promise Log 98
21. Possibility 99
22. Priorities 100
23. Work, Career, or Business Environment 101
24. Money 102
25. Improvements to Make 103
26. 101 Things to Work on with Your Coach 104
27. Goals to Work on with Your Coach 109

27A. First- Year Checklist 121
28. Coaching Evaluation 122
29. Evaluation of the Coach 124

Chapter 4 About Your Coaching Practice 127
 1. 10 Steps to Developing a Successful Coaching Practice 129
 2. Coaching Specialties: 100 Areas of Specialty 133
 3. Choose Your Coaching Specialties 136
 4. Practice Design 138
 5. Client Extras 141
 6. Ideal Coachee Characteristics 144
 7. Client Retention Checklist 145
 8. 25 Steps to Filling Your Practice 146
 9. 100 Ways to Fill Your Coaching Practice 148
10. 101+ Ways to Fill Your Practice (and Keep It Full) 151
11. Team 100 Program 154
12. Start- up Budget for a Coaching Practice 166
13. Budget for the First 90 Days 168
14. Client Fee and Cash Flow Projection 170
15. Time and Billing Log 171
16. Checks Received This Month 172
17. Cash Receipts Log 173
18. Monthly Practice Checklist 174
19. Top Five Things Your Coaching Web Site Should Be Set Up to Do 176

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



Contents    vii

20.  Top Five Ways to Convert Your Web Site Visitors into 
Paying Customers 178

21. 90+ Ways to Use a Virtual Assistant 180
22.  TeleClass Leading: 100 Skills and Steps of Designing and 

Leading TeleClasses 189

Chapter 5 About Working with Coachees 193
 1. New Client Checklist 194
 2. Top 10 Places to Start Your Coaching 195
 3. The Most Important Things to Know about Your Coachees 198
 4. What to Say to Your Coachee 201
 5. Coaching Session Agenda 204
 6. First Coaching Session 206
 7. Coachee’s Life 207
 8. About the Coachee 208
 9. Client Laser Questions: Creating Value in Coaching 209
10. Principles Discussed 210
11.  Coaching Strategies: 100 Ways to Help Your Coachees Get More of 

What They Want 211
12. Listen For: 100 Things a Coach Listens For and Hears 215
13. Make Your Point: 100 Creative and Powerful Ways to Make Your Point 218
14. Success Formulas Program 221
15. Coaching Mistakes: 100 Mistakes You Can Avoid 229
16. The High Hidden Costs of Coaching 235
17. Master Coach Profi le 237

Part 2 Personal Coaching 245

Chapter 6 Life Coaching 247
 1. Skills to Work on with a Coach 248
 2. 15 Human Conditions 250
 3. Problems, Concerns, and Blocks 251
 4. Uncovering the Fundamental Lie 252
 5. Emotional Reactions: How Are You Feeling? 253
 6. Reaction Free 256
 7. The Attachment Index 258
 8. Letting Go 260
 9. Stress Index 261
10. The Adrenaline Lifestyle 262
11. Adrenaline Self- Test 265
12. Who Are You? 100 Elements of a Person 267
13. What Fuels You 269
14. Strengths Inventory 270
15. Personal Wins 273
16. Resources and Assets 274
17. Spending and Debt Questionnaire 275
18. Daily Report 277

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



viii    Contents

19. 10 Goals to Reach in the Next 90 Days 279
20. Clean Sweep Program 281
21. 25 Secrets to Having the Life You Want 289
22. The Success Process: 10 Steps to Sustainable, Fulfi lling Success 291

Chapter 7 Personal Foundation 293
 1. 25 Steps to a Strong Personal Foundation 294
 2. Personal Foundation Program 295
 3. 10 Daily Habits 306
 4. 200+ Tolerations 307
 5. What Am I Tolerating? 313
 6. NeedLess Program 314
 7. Tru Values Program 321
 8. Reserve Index Program 328
 9. Super Reserve Program 335

Chapter 8 Attraction 341
 1. 28 Attraction Principles 342
 2. Fundamental Changes to Becoming Irresistibly Attractive 344
 3. The Zen of Attraction 347
 4. Irresistible Attraction Program 348
 5. 100 Smiles Program 355
 6. What Makes You Happy? 356
 7. Quality of Life 100 363
 8. My Personal Mission Statement 367
 9. Life Purpose Worksheet 368
10. Life Purpose, Business Mission, and Legacy 369
11. Personal Path Program 370

Chapter 9 Perfect Life 381
 1. The 12 Areas of a Perfect Life 382
 2. The Zen of Perfect 383
 3. The Benefi ts of Having a Perfect Life 384
 4. How to Have a Perfect Life 385
 5. Background Changes to Make 386
 6. “Absence Of” 100 388
 7. Abundance Of 392
 8. Time Peace Program 393
 9. Sports, Recreational Activities, and Hobbies 400
10. My Perfect Day 402
11. Annual Life Planner 404
12. 100 Steps to Becoming a Class Act 405
13. Class Act 100 Program 408
14. Buff It Up! Program 417

Chapter 10 Personal Evolution 425
 1. 100 Ways to Know You’re Evolving 426
 2. 100 Key Distinctions to Fully Understand and Evolve Into 431

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



Contents    ix

 3. 21 Evolutionary Practices 434
 4. Evolutionary Progressions 436
 5. Evolutionary Progressions: 100 Three-Step Developments 440
 6. Extreme Self- Care Program 444
 7. 101 Relationship Questions: Ways to Know You’re Evolving  452

Part 3 Business Coaching 457

Chapter 11 Business Coaching 459
 1. The Coach Approach: An Introduction to Coaching in the Organization 460
 2. Coach Manager/Staff Excellence Program 463
 3. Communication Faults: 100 Communication Mistakes People Make 470
 4. Certifi ed Communicator Program 473
 5. Biz Whiz Success Program 477
 6. Professional Practice Checklist 485
 7. New Business Start- Up Program 493
 8. Business Mission Statement 500
 9. Business Budget 501
10. The Friday Checklist 502
11. Annual Goals Chart 503
12. Internet Marketing 100 504
13. Web Site 100: Design and Functional Elements of a Terrifi c Web Site 508
14.  E- Tip Broadcasting: 100 Steps to Setting Up a Successful E-News or 

E-Tip Broadcast 513

Appendix: About the CD- Rom 519

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om




