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Once you have clients & start working with them, you’ll need something that helps you keep 
notes and stay organised.

Physical Note-Taking: The simplest way to do is a notepad & pen. You’ll find that you’ll get lost 
if you do that, cause things do get lost easily this way & you’ll find it harder to share notes with 
your clients.

Digital Note-taking: Another way is taking notes on your computer
(e.g. https://docs.google.com/ or https://evernote.com/) 

Note: You shouldn’t be taking notes on your computer while in the session. Your clients may 
not appreciate that. If you take notes during sessions, use a physical notebook and 
transfer it later onto the computer.

Keeping Things Organised

Pick a system that works for you to easily manage payments, keep notes, follow
up and schedule coaching conversations with clients.

Document all your current clients and prospects in it. 

#5 Your System
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Building an Email List: Sometimes people will come across you but won’t want to sign up 
right now. In order to stay in touch, use free tools like https://mailchimp.com/ to store their 
email information. Start with that list once you’ve gotten initial traction and signed your 
first 10 clients.

Building a Following: Be mindful. Social media can be a great distraction when building a 
business. Once you’re reached the 3 milestones in this track, you may want to consider 
showing up on 1 social media channel to stay in touch and follow up with leads and 
prospects.

There’s also platforms that ofer a complete integrated suite for note-taking, billing and more. 
Two examples are: https://paperbell.com/ and https://www.coachesconsole.com/.

Other ideas for community building: 


