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Foundations

Prologue

It is my belief that the most important reason to start your own online coaching 

business is to give yourself a more enjoyable, fulfilling life.  The ultimate goal is to feel 

deeply satisfied with the way you spend your time each day while simultaneously 

being able to pay for the things that are important for your happiness. 

If you can do that, you know success. Life is simple if you let it be. 

The good life is something that, as a good coach, you must be able to define and 

create for yourself. Once you've done that, you can help the people within your sphere

of influence to do the same, spreading good karma where ever you go.

This is how we, as coaches, will change the world and why I am so committed to 

helping as many coaches as I can to find peace, happiness, success, and fulfillment in

their own coaching journey. I want your business to last. I want you to stop comparing 

yourself with other coaches out there. Start trusting and believing in yourself even 

more. Find YOUR message and YOUR voice. 

With access to a global online marketplace, you will find YOUR audience who will like 

you because you do it YOUR way. However, there are some very important 

foundations for you to have in place first and that's where this workbook starts.
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Introduction

This workbook has been designed to help you claim your wealth and happiness 

through an online coaching business. In this workbook we focus on the first steps – 

your business foundations. This means that, when you are done, you will be ready to 

jump straight into creating a unified suite of your own online coaching products that 

make a real difference to the lives of the people you are the most suited to coach.

The essential foundations we will be establishing are:

• Self management practices that will help you live a good life AND grow 

your online coaching business.

• Your ultimate compass for making decisions that will keep your online 

coaching business in alignment with your authentic, true self.

• Empowering core beliefs around self and money.

• Your vision of the ideal business lifestyle that you will manifest in the 

next 1-5 years.

• The main focus for your business, so that you can attract and sell to the

right customers for you.

To wrap it all up and get you ready for the next phase, Product Development, we will 

do a summary of your foundations and some product brainstorming.
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How to use this workbook

I highly suggest printing out this workbook and going through each exercise 

chronologically. Each exercise builds on the next. There is a lot to think about in these

pages, so I strongly recommend booking a time each week, over a period of 5-weeks, 

to get it all done. 

I suggest this weekly breakdown:

Week 1

• Introduction

• Self Management Practices

• Ultimate Compass

Week 2

• Core Beliefs

• Ideal Business 

Lifestyle

Week 3 & 4

• Focus for Your Business

Week 5

• Wrapping Up

You will need between two hours to five hours a week, depending on how much you 

want to reflect on the exercises. Please plan for this time now.
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Please stop what you are doing right now. 

Grab your diary and schedule the time you 

need to complete this workbook!

My strategy for working through this workbook is:

I will start on:

I will finish by:
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Setting your baseline

Before we start, it's important to take a quick snapshot of where you are now. This will 

enable you to track your progress and hopefully see just how far you've come when

you look back in 6 months or 1 year from now.

Today's date:

Name of Your Coaching Business (if you have one):

If you were to describe your business at this very point in time, in just five sentences, 

what would you say?
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PRODUCTS: what coaching products are you currently selling and how are you selling

them (online, in person, webinars, live training events, etc.)?

MONEY: Let's take a look at some important monthly averages 

How much money does your business bring in?

How much of that is passive income?

How much do you spend on your business?

What do you pay yourself?
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WEBSITE: (if you have one)

URL

Average Monthly Visits

How many subscribers do you have?

How many of those subscribers read the last email or newsletter you sent out?

For now, just hold on to this baseline it's really a memento for your records, so that 

when y\you look back on this time in your life you remember and be proud of how far

you've come. For fun, at the end of the workbook I'll ask you to pull it out again and 

see what's changed. I guarantee that you will be more committed and clear about your

coaching!
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Self Management Practices

There are some very simple practices you can adopt to remain clear on what needs to 

be done on your business so that every day becomes a step forward towards your 

dream coaching business and, ultimately, towards your dream life.

In this chapter we'll cover how to stay on top of everything, how to maintain your focus,

and, most importantly, remembering to enjoy life while building your dream coaching 

business. I'll also talk a little about coping strategies for those inevitable, no good, very

bad, terrible, days. 

While you are reading this chapter, I'd like you to start thinking about how you will 

implement these ideas into your own self management practices. If you are going to 

build a successful coaching business, you will need to get this stuff figured out. The 

sooner you do, the sooner and the more you will enjoy your business and be a 

happy coach!
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Staying on top of everything

There are four simple practices I use every week to stay on top of everything I've got 

going on in my business and in my personal life. None of it is rocket science but a

percentage of my clients love my approach so I wanted to share it with you in case 

you need help in this area.

I prefer systems that are flexible so that they can cope with unforeseen circumstances.

Let's face it, life happens, and we need to be able to adapt and keep moving forward 

anyway.  

Also, I mostly use paper-based tools (I have a bit of a phone phobia – lol!). However, 

all of the practices I'm going to talk about can be easily applied to your favorite 

gadgets and apps.

What we'll look at in this section is:

• The weekly routine

• Monthly planning

• Managing Ideas
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Weekly routine

If there is one behavior that has got me to where I am in my business and in my life 

today, it is my weekly routine!

I’m actually a free spirited and spontaneous person but coaching businesses don’t 

exactly get built on pure spontaneity, so this one behavior alone is and has been a

HUGE enabler for me to keep moving forward no matter what comes up.

So, what is a weekly routine?

• It’s a repeatable, plan for the week that defines the time and day for doing 

certain types of activities (it’s not a to-do list, it just block of time to focus your

mind 100% on a particular subject). 

• It includes the essential activities you need to do each week to feel happy and 

fulfilled in all areas of your life. 

• Essentially, your routine becomes the schedule you use each week for the rest 

of your life, with tweaks with the need arises. You may need to change your 

routine if you are move to a new place, start a new job or hobby, have to deal 

with changes in family member's routines, and so on. Another time it's good to 

change your routine is if it's not working. If that happens, it's OK. Just change it 

around until it starts working for you. With conscious awareness of your routine

and your results, and being OK with some refining, you will figure it out.

• Weekly routines are allowed to be thrown out of the window for short periods 

too. Big life transitions and holidays are a great example when your routine may 

need to go, at least until you stabilize again.
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A bird’s-eye view of my routine

Mon Tues Wed Thurs Fri Sat Sun

9:00 am

Coaching 

Business

Coaching 

Business

Coaching 

Business

Coaching 

Business

Shopping 

Day

Family time Family time

2:00 pm Gym Gym Gym

4:00 pm + Family time Family time Family time Family time Family time Date night

Simple and effective

Not very complicated, is it? I’ve tried more detailed routines but I find that this level of 

granularity is enough for me. It is simple enough for me to remember. Don't let the 

simplicity fool you though: I stick to this routine quite religiously, to the point where my 

friends know the few slots in the week where we could maybe catch up (usually after 

gym on Wednesday, or Saturday morning while at the beach with my family). 
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Find what works for you and own it!

You may need more or less detail, and that’s totally fine. Find what works for you. 

What gets the best results in growing your business AND nurtures the other parts of 

your life too? Once you find your routine, your groove, stick with it!

When new circumstances come into your life (like new and better ways of doing 

things, vacations, parties, being unwell, having babies, having guests, unexpected 

calls from friends and family etc.), you can certainly choose to temporarily or even 

permanently modify your routine.

The important thing is to not blame your ability to stick to your schedule on others. 

Instead you MUST ALWAYS consciously choose to stick with your routine or not. This 

empowers you to own your results!

I could go on and on about the deeper intricacies of routines (I've written this article 

and even a whole eBook on it if you want further reading). But, I think you have the 

basics you need to get started using this as a tool for your self management. 

On the next page, I'd like you to design a

weekly routine for yourself that is

repeatable (week after week) and also

includes the essential activities you need to

do each week to feel happy and fulfilled in

all areas of your life.
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What does your weekly routine look like?
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Discover your unique rhythm for success

Now that you have your weekly routine, use it! Try it out and have fun. Play with it 

making changes as you see fit. Remember that there is no wrong or right. Whatever 

works best to move forward towards your dreams each week is perfect.
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Monthly planning 

I have this belief that if the important things I need to do each day can not fit in the little

square provided in my month-view planner, I'm doing to much. So to keep my 

workload in check, each each year I go out and buy a new month-view paper calendar

(this year's calendar is the photo in the intro to this section). 

Then, as soon as I have a date for an important event, I write it in. These could be 

things like birthdays of your nearest and dearest, trips, your coaching meetings, 

meetings with friends, time to work on your various projects and/or project milestones. 

Lately, I've also been writing in my client's due dates for things. This helps me drop 

them a friendly email on the day as a friendly reminder. They love it!

Because I've been using pretty much the same weekly routine for years, I don't need 

to add the things that are in there, like my business hours, going to the gym, family 

time and date night. That stuff is just second nature for me now and gets automatically

reserved.

At the begging of the month I also write a notes on important business statistics. This 

could be things like number of clients, subscribers, and income. It's not your formal 

business reporting or anything like that, it is just a nice little snapshot motivator.

Which of these ideas will you try out?
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Managing ideas

It's really important to have dumping grounds for all the ideas in your head: tools for 

capturing  ideas so you can turn off the noise and relax.

There are two main tools I use for this:

• Detailed project plans (excel spreadsheet with lots of tabs)

• Short-term notes (super cheap note pad)

Detailed project plans

I have a spreadsheet that has a separate tab for each of the main projects in my

business.

Your tabs can be whatever you want them to be, but to give you some ideas, here are 

the main project plans I use in my business:

• Marketing initiatives and product launch dates

• My current coaching group

• Product ideas

• Article ideas

• Life Coach Office
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To-do lists by project

Each project plan stores everything that you need to do for the project. It's your to-do 

list for the project. Your project plans can be a simple list of tasks or they may need 

more structure (but only if you find that the structure makes the plan easier to use!). 

If you can have your project tasks in order of what needs to be done first, second, 

third, etc. that will help you. If a specific task has to be done by a certain date, just put 

the due date in brackets before or after the item on the list. 

With your project plans in place,  you'll discover that you can easily get all the details 

out of your head and down on paper so that you can rest assured that they will be 

attended to when you decide when to next work on that particular project.

TIP: Link project plans to monthly plans

On your monthly calendar, just write in where you want/need to work on a 

project. Then when the time for the project comes, open up your project 

plan and work through it. Crossing them off as you go. If you get one item 

or 20 items done, you've had a successful day and moved your business 

forward towards your vision.
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Shortterm notes
I suggest having a super cheap notepad next to your work space. This is where you 

can jot down everything that pops onto your head that you only need for the short-

term. All pages from your notepad will eventually get thrown away! 

It's important to fill out the pages in order and to have titles at the top of each page. 

This simple structure helps you know what each page is about.

Every once in a while, go through all of the pages and decide what you need to hang 

on to and transfer somewhere else, for the long term and which you can just throw out.

Some examples:

Coaching Session Notes

If you like taking session notes by hand then you can take notes of your 

coaching sessions on your notepad. Once you transfer your notes into 

your client's file, you throw away the page from your note pad.

Product Ideas

You may have an idea for a new coaching product or marketing 

campaign. Write it down on your note pad. When you decide the idea has

stuck, transfer it to your project plan. If it's dud, just scrap it.
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What tools will you try out for managing all of your ideas?
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Maintaining your focus

The Monday morning priority list

Each Monday morning before you do anything else (except maybe have breakfast, get

the kids to school and have coffee), list out all the specific things you want to achieve 

for the week. These are the things that, when done, you’ll know that you have moved 

forward in all the important areas of your life. By Friday, if you’ve done everything on 

the list, you can tell yourself, “This was a productive, focused week”.

I suggest writing your list by hand, on a small notepad (see short-term notes above).

Ask yourself, “What 3-12 things do I really need to accomplish this week to move my 

business forward and at the same time feel happy and fulfilled in my life?”

As each one gets done, draw a nice friendly pink highlighter line through it. Or, put a 

big fat check mark in front of it. Done!

What are your top 3 priorities for your life and business this week? 
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TIP: What level of detail works for you?

When building your Monday Morning Priority List, experiment with 

different levels of detail until you find a level that works for you. The 

temptation can be to cram your list with every minute task you think you 

have to do. If you are doing that, you may need to take a deep breath…

and let them go (or at least find a place for them on your project plans!).

When your priority items are high quality – things that really matter in the 

long run – less is more.
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Enjoying life too

Last but not least, if your business is growing, you will ALWAYS have more to do, more

to learn, and never enough time. So, learn to enjoy the process. 

Conquer your fears

Learn to see all the things that you need to do, but don't know how to do yet, as self-

manifested opportunities to grow and develop into the next and even better level of 

you. You can almost always find a way to rise up to meet any challenge if you choose 

to. Also, the more practice you have at facing and overcoming your fears and

insecurities, the better you will get at it! 

Stop working sometimes

Please remember to relax and take breaks. Take the weekend off. Down time feeds 

your creativity and energy levels and is sometimes even more important than 

squeezing in that extra hour.

Stop working when your routine says it’s time to stop. Create balance and harmony 

between the different areas of your life.

©2015, Universal Coaching Systems                                                                                                                  26



Foundations

Acknowledge yourself

Coaches can be way too hard on themselves, comparing themselves to others and 

always trying to do it 'right' (whatever that is). My advice is to lighten up, be kinder to 

yourself and start trusting yourself even more and more. 

You are the only one who can manifest greatness for yourself. So, be your best 

champion. Set goals that matter to you - not goals based on what others are doing  - 

and reach them. The key to a fulfilled life.

When acknowledging yourself, you can keep your self congratulations low-key and 

really simple. Like acknowledging yourself for the three most important things you did 

during the week in different parts of your life. Do this regularly!

What would you like to acknowledge yourself for this week?
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Coping strategies

It's inevitable

No matter how positive you are, no matter how well prepared your are, no matter how 

in-tune with your feelings and emotions, you will have bad days. Sometimes you will 

have terrible days. You may feel like a fraud, you may feel like it's just not worth it, you 

may feel like you'll never get there. 

Unfortunately, these days are an essential part of growing and are usually a sign that 

you are ready to see your current status-quo in a new and even more resourceful light!

This means you will need new tools or more likely, need to form new beliefs about 

what is now possible for you.

The next time you have a bad day, please remember to take heart. Be kind to yourself 

and to your loved ones. This time will pass and when it does, you will be an even 

better version of you.

While you are in the coping stage of your metamorphosis, try out these ideas. They 

will help see you through.
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Manage your negative self talk

Acknowledge the insults and negative ideas that are in your head. Write them down if 

you need to. Notice and become familiar with the feelings you get in your body when 

you think negatively.

When negative thoughts come up, thank them for trying to keep you safe and inside

your comfort zone and then tell them, “good bye”. Only you have the power to do this. 

No one else can do it for you.

This skill is one of the single most important skills that I've mastered that has helped 

me get to where I am today and will keep me on track for where I am going tomorrow.

Do it!

Take responsibility 

If you catch yourself blaming others for what's going on with you, keep it to yourself. 

Sit with the blame for a while because, in most cases, it's actually pretty hard for

someone to force you to do or feel anything that you don't choose, unless you give 

them that power. So you are the root.

Go inside yourself and explore how you can own the problem for yourself. Focus on 

what you can do yourself to change your situation.

My wonderful husband often gets the full brunt of my bad days. When my dark mood 

kicks in, a big part of what's wrong is usually his fault, at least at first (poor guy). He is 

my easily accessible scapegoat, my convenient way to not take responsibility for my 

own evolution. But when I sit with the problems I am blaming him for, and reflect on

how I can own them for myself, I instantly shift myself from a place of being powerless 

to a place of being self-empowered. It's my problem, and my job to fix it. I may still hurt

inside but I become ready to move forward - ready to act.
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Take positive action

Once you've taken responsibility for your emotional state and are coming from a place 

of self-power, it's time to start taking positive action. This means doing something that 

will help you move forward.

Start with your negative self talk and try turning the negative statement around. For

example, let's say you were telling yourself, “I can't earn good money and at the same 

time have a balanced family life”. You could flip that into the polar opposite, plus a little

jazz, “Hey: I can earn as much money as I choose AND have a kick-ass well rounded 

life that I love and feel proud of.”

Maybe that's all you need to do. Or maybe that's just the beginning of a new path of 

personal development that you are meant to further explore and find the answers to. 

My advice is to keep going and developing until you feel a sense of peace and 

congruency in your body. 

By taking any positive action, you put yourself in the drivers seat of your life. It's your 

job to see it through to the happy end. 
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Remember

In your darkest days, you are at a crossroads. This means it's time to get to the next 

and even better level of you. You are ready (if you weren't you wouldn't be there). 

There is always a light at the end of the tunnel, use the tools in this section to keep 

you moving toward the light.

What will you do differently the next time you have a no good, very bad, terrible day?

TIP: Keep this section to hand

I highly recommend keeping this and any other materials you have like 

letter from loved ones or testimonials from clients, to hand. The next time 

you do have a bad day, you can pull out your resources and remember 

that it's not all bad and there are things you can do to turn this pain into 

something beautiful.
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Ultimate Compass

Your values represent qualities that you have (or need) to achieve your dreams and 

goals. Values tend to be conceptual words – things that you cannot touch or hold like: 

love, creativity, power, freedom, wealth, success, etc.

In this chapter, you will uncover your core values so that they can guide you in your 

business ventures.
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