Coaching Session Checklist
Before Session
· Payment arrangements
· Gather all relevant information from client
· Review client information including Self-Assessment Worksheet and Business Overview
· Eliminate/minimize distractions
· Note-taking materials / recording
· Mental preparation
· ______________________________
· ______________________________
· ______________________________


During Session
· Allotted time for each session
· Schedule
· Outcomes client hopes to achieve
· Client questions and concerns
· ___________________________
· ___________________________
· ___________________________


[bookmark: _GoBack]Wrapping up
· Review / summary
· Action steps 
· Confirm next session time
· Other preparations for next session
· Questions and concerns
· Payment (if being paid per session)
· ____________________________
· ____________________________

