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Outline 

 

 

The 10 Steps to Being a Full Time Coaching/Consulting Professional 

 

Step 1 - Make a 100% commitment 

Step 2 -  Design your business card 

Step 3 -  Define your dream, determine your rates 

Step 4 - Create your coaching and marketing documents 

Step 5 – Write the language you’ll need 

Step 6 - Find a location  

Step 7 - Begin doing marketing activities 

Step 8 - Do you first few sessions  

Step 9 - Build your web site 

Step 10 – Constantly improve your marketing and your craft 

 

 

 

Appendices 

 

Appendix 1 - About Alexander Van Buren  

Appendix 2 - Coaching Agreement 

Appendix 3 -  Coaching Terms  

Appendix 4 - Sample Brochure 
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Main Insights and Themes to Remember 

 

Here are some of the most important Essential Keys I have learned over the past 19 years. I use 

these principles on a regular basis throughout my coaching business.  

 

1. Way, way, way over deliver.  

2. You go to them.  

3. Continuity income = 6 month and 1 year coaching packages. 

4. You are in MARKETING and SALES.  

5. Front end to back end.  

6. Get good at the FE and good at the BE.  

7. Count your ships. Always be improving current ships and building new ships.  

8. Always have several front end lead generation methods, never just 1 or 2.  

9. Automate your lead generation.  

10. Create and memorize and use a GREAT USP.  

11. Always use risk reversal in the form of a GUARANTEE. 

12. Give them a reason to get started NOW. Create urgency with a bonus or take away.  

13. Read and study in your field.  

14. Make ‘future’ coaching plans compelling to your clients 

15. Always begin with the ‘DOCTOR’S FRAME’ and the CLIENT INTERVIEW 

16. Convey definite certainty when you recommend one of your coaching plans.  

17. Build your web site over time – little by little until it’s really impressive.  

18. Commit to being a professional and getting paid.  

19. Ask for referrals – and testimonials - > get SOCIAL PROOF 

20. Don’t have any customers, only have clients.  

21. Get more comfortable making offers and talking about the money.  

22. NAME your coaching plans.  

23. Have SCRIPTED and MEMORIZED language for:  

a. Your USP 

b. Your client interview 

c. Every one of your coaching plans 

d. Enrolling 

e. Asking for referrals 

24. Have a coach – practice what you preach and recommend to others.  
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Step 1: Make a 100% Commitment 

Until One Is Committed 

Until one is committed 

There is hesitancy, the chance to draw back,  

Always ineffectiveness.  

Concerning all acts of initiative (and creation), 

There is one elementary truth, 

The ignorance of which kills countless ideas 

And splendid plans:  

That the moment one definitely commits oneself, 

Then Providence moves too.  

All sorts of things occur to help one 

That would never otherwise have occurred.  

A whole stream of events issues from the decision, 

Raising in one’s favor all manner  

Of unforeseen incidents and meetings and material assistance, 

Which no man could have dreamt 

Would have come his way.  

I have learned a deep respect for one of Goethe’s couplets:  

 

“Whatever you can do, or dream you can, begin it.  

Boldness has genius, power and magic in it.” 
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W.H. Murray, The Scottish Himalayan Expedition – Published by J.M. Dent & Sons Ltd., 1951 

 

Step 2: Design Your Business Card  

 It positions you 

 It forces you to choose how, specifically you will help people and what you will focus on 

 It helps determine your target markets  

 It symbolizes your intent to be a professional coach – all professionals have business cards 

 On the card: Name, phone number, email, web site  

 Don’t get carried away! Go to Office Depot  and get it done in 30 minutes, then move on 

 Choose to do what you’re passionate about. Don’t pick topics just because they’re profitable 

 Think – Multiple Streams of Income – have at least 3 

 

Your Business Card 

 

 

 

 

 

 

 

 

 

Notes 

 

 

 



6 
 

©2020 by Alexander Van Buren & Skill Builder Seminars LLC 

 LifeCoachAlexander.com | 720-328-4626 

 

 

Step 3: Define Your Dream, Determine Your Rates 

 

What’s Your DREAM coaching business look like?  

Describe your “A” clients.  

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Choose a rate you’re comfortable with, and stay consistent with it.  

NEVER give coaching away for free.  

a. It destroys the psychology of success:  expectancy and commitment  

b. It’s a low self-esteem activity – if it’s free even YOU don’t value it – and they certainly 

won’t!  

c. Stick with your rates until you’re comfortable raising them.  

d. Create pricing for 1 session, 3 sessions, 12 sessions, 1 year (24) sessions 

 

Your Pricing 

 

1 Session is $   _________________ 

 

3 Sessions is $   _________________  

 

6 Sessions is $   _________________  

 

12 Sessions is $   _________________ 

 

24 Sessions is $   _________________ 
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Step 4: Create Your Coaching & Marketing Documents 

1. Contract and terms 

2. Bio 

3. Enrollment agreement / credit card form  

4. References  

5. Testimonials, feedback form, client ‘snapshot’ 

6. Photo : Two traits = Friendly and professional  

7. Coaching packages – descriptions  

8. Main brochure or flyer  

 

Keep all these documents in a folder on your computer desktop, along with your marketing documents - 

for easy emailing.  

 

Your Bio  

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Your Coaching Packages 

 

Plan I – Name _________________________________________________    

How Many Sessions __________________________________ 

What They Get  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  

 

 

 

Plan II – Name _________________________________________________    

How Many Sessions __________________________________ 

What They Get  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  

 

 

 

 

Plan III – Name _________________________________________________    

How Many Sessions __________________________________ 

What They Get  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  
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Step 5: Write The Language You’ll Need 

 
The difference between average performers and outstanding performers is this:  

 

Outstanding performers use memorized language.  

Average performers ‘wing it’’ 

This is also one of the major differences between armatures and genuine professionals.  

A. USP  

B. First Phone Conversation  

C. Follow up email & call  

D. BAM . . . Yes, I can help you 

E. No . . . I’m not the best coach for you  

F. End of a session  

G. Testimonial request  

H. Your guarantee 

 

Your USP (unique sales/service proposition)  

Your USP answers the question ‘Why should I choose you?’  

Intro 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

I help people 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

What makes me unique is  

______________________________________________________________________________

______________________________________________________________________________ 
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Call to action  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  

 

 

 

First phone conversation – The Client Interview 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Follow up email / call  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

BAM – Yes, I can definitely help you!  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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No – I’m not the best coach for you  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

End a session – make future sessions compelling 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Ask for a testimonial  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Your Guarantee 

Risk reversal is important to understand. In every buyer/seller situation the buyer assumes the 

risk. Change it around – YOU assume the risk!  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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Step 6: Find a Location   

 

Rent space by the hour before paying for an office 

a. Find an office conference room that is rented out by the hour.  

b. Look at several before choosing one.  

c. When you’re ready and doing enough sessions, get a small office 

 

See at least 3 office conference rooms:  

 

1. ___________________________________________________________________  

 

2. ___________________________________________________________________  

 

3. ___________________________________________________________________ 
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Step 7: Begin DOING Marketing Activities  
 

Begin by Assuming a New Marketing Philosophy & Attitude  

a. If you’re self-employed . . . you’re in marketing – it’s your job!  

b. 60% of every day is devoted to marketing and sales 

c. FE  BE  

d. “I’m good at the front end . . .  

e. The diving board VS. the Parthenon  

a. Write out your coaching ‘philosophy’  

 

Your Coaching Philosophy  

(ex: Don’t have customers, have clients – Use ‘the doctor’s’ approach, WAY over-

deliver, etc.)  

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________  

 

 

 

b. Make offers – “I make offers of value to my clients and to prospects” 

c. “I go to them.”  Be proactive about getting client. What’s the secret?   Make it fun!  

d. Count your ships!  

e. Set an income goal – then list the activities you’ll need to do, and how frequently you’ll 

need to do them, in order to achieve your goal 

f. Do a 90 day burn! Go full throttle for 90 days, and then throttle back.  
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Your Monthly Income Goal 

 

 

$ _____________ per month  

 

Count Your Ships – Work Your Numbers – Consider Your Ideal Lifestyle 

# of weekly networking activities   __________ 

# of weekly emails    __________ 

# of weekly talks given   __________ 

 

Meet with or have initial phone conversations with _________________ prospects.  

 

Close 1 out of 3 for a total of ___________________ new clients per week.  

 

g. Create your marketing Parthenon 

ALL successful businesses have several ways to generate customers. 

Your Marketing Parthenon (choose the first 5-7 ways you’ll generate clients)  

____________________________________________________________________________________  

 

 

 

 

 
 

Some Excellent Marketing Activities To Start With 

1. Network using your USP & business card 

2. Web Site 

3. Referrals and referral partners 

4. Offer and give presentations – give a discount on a first session  
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5. Main brochure or flyer – give them out, inserts, mail them out, email them out 

 

The 5 Step Conversion Process 

 

1       2    3       4         5 

 

 

 

 

 

 

 

Recommendations  

 

 Never do a session before you’re paid 

 

 All sessions are paid in advance 

 

 They call YOU for phone coaching 

 

 YOU give them dates YOU are available, not the other way around 

 

 Include a 24 hour cancellation policy and stick to it 

 

 

 

FE Marketing 

Parthenon 

 

 Flyer 

Web Site 

Networking 

Etc.  

First Phone 

Conversation 

 

Qualify them 

Clarify Outcome 

Do BAM language 

 

 

 

Email Them 

Docs 

Enrollment  

Credit Card 

Overview  

 

Follow Up  

Call or email 

Sometimes 

a second 

Conversation 

They Enroll 

They Return Your 

Enrollment form 

Credit Card form 

Schedule 1st 

session 



16 
 

©2020 by Alexander Van Buren & Skill Builder Seminars LLC 

 LifeCoachAlexander.com | 720-328-4626 

 

 

 Step 8: Do Your First Few Sessions  

It’s important that in your first few professional coaching sessions, you build several important 

habits:  

a. NEVER give your coaching away for free!  

You can charge highly reduced rates for the first few sessions, in return for a genuine 

testimonial etc.  

 

b. Keep a file with notes for EVERY client you work with  

a. Note what you will do better, to be more effective, the next time 

b. Make notes during the session – but off to the side 

c. Keep a ‘template’ of the client’s needs, values, outcomes etc.  

d. Always note what worked, and what didn’t work  

 

c. Get testimonials  

a. Make a verbal request 

b. Email them a request  

 

d. Most importantly – get feedback!  

a. Use a feedback form – they’ll tell you more in writing 

b. Make the feedback form a habit  

 

e. Use future pacing language, to make future sessions compelling  

 

f. Ask for referrals – using your referral language  

 

g. Prepare before the session – about 15 minutes – review your client’s goals, challenges 

etc.  

 

h. Have a pre-session prep-kit 

1. Lozenges 

2. Water 

3. Pens 

4. Paper 

5. Client folder 

6. Check List  

7. Misc.  
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Step 9: Build Your Web Site  

 

Basic 

a. Categories 

a. Home 

b. Contact 

c. Inquire online / free consultation etc.  

d. Issues 

e. About you 

 

b. 1
st
 person conversation  

a. Pace, Pace, Pace . . . then lead 

c. E-response form – short 

d. Use LOTS of testimonials 

e. Phone number on footer – not just the contact us page 

f. Easy and consistent navigation  

g. Choose a web designer who has ALREADY done coaching sites or similar sites 

h. Pay 1/3 up front – and the majority when it’s done – never pay all up front 

i. Don’t pay more than $2500  

j. Work on your site regularly, creatively building it up and improving it over time 

k. Add pages & content 

l. Don’t use red – it’s the color of a stop sign  

m. See the sample template – 3 versions – before signing off on the site 

 

 

More Advanced 

n. Have a very nice header (above the fold) and moving images or flash if you can  

o. Create something that’s interactive  

p. Capture first name and email by giving them something valuable they want/need 
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Step 10: Constantly Improve Your Marketing and  

Your Craft 

1. Take seminars, workshops and trainings 

2. Use an improvement form after EVERY session 

3. Use insights from your feedback forms to get better and make improvements 

4. Log your improvements over time to increase your feeling of progress  

5. Read in your field  

6. Make doing it fun for you.  

7. Get a coach. Practice what you preach.  

 

Notes / Next Steps  

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

 

 

 

“Determine that the thing can and will be done . . . then find the way.” 

Abraham Lincoln 
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Appendices 

 

Appendix 1 - About Alexander Van Buren  

Your Trainer 

Alexander Van Buren is a professional behavioral modeler, trainer and 

innovator of NLP.  

He has over 25 years of experience as a trainer and teacher.  

He was certified as a Master Practitioner in NLP in 1997, and is 

president of DenverSeminars.com and the NLP & Coaching Institute 

of Colorado.  

Van Buren is the inventor of over 200 original modeled patterns 

of excellence. His original patterns have been published in Anchorpoint magazine, The 

Sourcebook of Magic, (Crown House Publishing) and the Big Book of NLP.  

He has presented to executives from around the world for the Stanford Executive Program at 

Stanford University.  

Some of his coaching clients travel regularly from as far as New York and the Netherlands to 

train with him.  

 

His executive coaching and consulting clients include the past general manager and senior 

executives of Pulte (Del Web), senior executives of The Blue Green Corporation and the senior 

executives of Paramount Home Entertainment.  

He's also provided coaching and consulting for the director of catering for the Marriott Grand 

Chateau, an Olympic high jumper, and famous singers and performers including the concert 

master and lead violinist of the Las Vegas Philharmonic. 
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SAMPLE  

Coaching Enrollment Form 

  

Contact Information  

 
Name __________________________________ 

Company _______________________________ 

Phone __________________________________ 

Email __________________________________ 

Address ________________________________ 

City ______________ State ______   Zip ________ 

 

Coaching Information  
 

 

 

 

 

 

Financial Information  
 

 

 

 

 

 

 

          
 

The BLUE plan is a 1 DAY seminar on October 19th from 

10am to 5pm.  SIX 1-hour modules with a 1 hour break. 

Modules:  USP, Marketing Methods, Language Patterns, 

Design Your Brochure, Design Your Documents.  

 

 

The GREEN coaching plan is TWELVE 1-hour coaching 

sessions with Alexander and TWELVE email follow ups.  

Handouts and exercises are included.   

 

 

The ORANGE coaching plan is 24 one-hour coaching 

sessions & 24 with Alexander.  

Format:  Coaching sessions are 1 hour in length and are 

followed by an optional email exchange.   

In person sessions are at 9989 W. 60th in Arvada, CO. 

 
Please choose the plan that’s best for you.  

 
 I.  BLUE - 1 Day Seminar 

$297 per person.  October 19th, 10am – 5pm  

   II. GREEN - Coaching to Help Build Your  

Coaching Business  

Twelve 1 hour coaching sessions by phone or in person 

and 12 follow up email exchanges.  

 8 payments of $397 for a total of $3176      

 III. ORANGE - 24 Coaching Sessions 

Twenty four 1-hour coaching sessions with email follow 

ups.  12 monthly payments of $397 for a total tuition of 

$4764. (You save $1588) 

 

TONIGHT ONLY  

Choose 1 day  Get the audios for FREE! ($297 value)  

Choose GREEN  Get the audios AND 1 day FREE!  ($594 value) 

Choose Orange  Get the Audios & 1 day FREE, save $1588  

 

 

 

 Visa    Master Card    Discover   Check 

Total Tuition $____________  

Amount To Charge Now $_______________ 

Card Number  

_______ / ________/ ________ / ________ 

Expiration ______ / ______ 

Signature __________________________________ 
 

Guarantee For coaching:  If you’re not completely satisfied, let us 

know by the end of the first 30 days and we will refund your tuition in 

full.  Refunds: No refunds after 30 days.  

Guarantee for 1 Day Seminar: If you’re not completely satisfied, let us 

know before you leave and we will refund your entire tuition.  

    

Fax This Form To: 303-568-9813 Or Mail It To 4955 Miller St. #202, Wheat Ridge CO 80033  

Check Payable: Alexander Industries Inc.  303-568-9333 
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Appendix 3 - Sample Coaching Terms 

SAMPLE: Coaching Terms and Conditions 

1. You agree to pay  

You agree to pay the complete amount of the coaching package you have enrolled in. Should your account fall into 

arrears, you understand that your coaching sessions will be suspended until all fees have been paid. A $35 

administration fee will be charged for all NSF and denied credit card authorizations and late payments.  

2. Sessions Details 

You will receive the number of sessions as shown on your enrollment agreement.  

3. Cancellation & no show  

All coaching session packages are nonrefundable after 30 days, and act as a binding contract between us. If you 

miss a session (not previously re-scheduled up to 24 hours before the sessions) for any reason other than an act of 

God, the session may not be rescheduled. All sessions must be completed within 1 year of the scheduled term of 

sessions.  

4. Rescheduling policy  

You may reschedule previously scheduled phone coaching sessions with 24 hours notice to your instructor. After 

that they may not be rescheduled and are non-refundable. All courses must be completed within 1 year.  

5. Payment  

All coaching sessions must be paid per the monthly agreement unless otherwise contracted. This includes all 

monthly and beginning special coaching packages and fast tracks.  

6. Phone coaching sessions  

The client is responsible for calling at the scheduled phone coaching time. The number is 303-568-9333.  

In person sessions are held at 9989 W. 60
th

 Ave. #351, Arvada CO 80004.  

7. Monthly coaching sessions  

Monthly packages, including 2 and 4 coaching sessions per month must be used during each month. Sessions may 

not be postponed or stacked up for later. If they are not used they are lost.  

8. No further commitment required  

You are not obligated to do any further coaching not included in your chosen coaching package.  

9. Not therapy  

All sessions are for the purpose of vocational or non -vocational self-improvement only and do not constitute 

therapy of any kind.  

10. You are responsible for results  

You are responsible for any and all actions that you may decide to take as a result of your coaching sessions. You 

agree to release Alexander Van Buren and Alexander Industries Inc. and all its agents and staff from any personal, 

physical or financial liability incurred during or as a result of your coaching sessions.  
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11. No promise of representation or bookings  

No promise is made to the student of representation or inclusion by The Alexander Speakers Bureau, and no 

promise of any particular income or specific speaking fee or income level is made.  

12. Recordings 

Sessions may be audio or video taped by the instructor. You hereby give permission for such recordings and 

release any and all rights to the video or audio recordings including any profit generated from such recordings. 

Sessions may not be recorded by the student without written permission from the instructor. 

 

I agree to the terms stated in this coaching/training agreement.  

 

Date: __________________    Print Name: ______________________________________   

   

 

Sign Name _________________________________________ 

 

 

Appendix 4 - Sample Brochure – Separate Document 
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Testimonial  

Did you find this workshop valuable?  

If so, please write me a testimonial that I can put on my web site. Feel free to list your web site if 

you like.  

 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

 

 

 

 

 

 

 


