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The contents of this toolkit—including worksheets, templates, and other resources—are provided in editable .doc format for your convenience and easy implementation. These materials are designed as a companion to my book, 11 Systems for the Overwhelmed Entrepreneur: How to Stress Less, Profit More & Build a Business You Love.
Please note: All materials are for your personal business use only and may not be distributed, shared, reproduced, or sold in any form without prior written permission.

[bookmark: _heading=h.aqc8h6n1g9a0]About The Author

Karen Repoli is a strategic systems partner, author, and business advisor who helps entrepreneurs create space, build systems, and step into ease.

With more than 20 years of experience guiding entrepreneurs to streamline operations, reclaim time, and scale sustainably, she turns business chaos into high-performance clarity. Her work empowers leaders to build businesses that serve their lives, not the other way around.

Holding a Bachelor of Science from the University of North Carolina at Greensboro, Karen honed her communication skills through writing, editing, and publishing—before stepping into the world of strategic business support.

Based in Irmo, South Carolina, Karen brings bold energy and a sense of adventure to her work and life—whether she’s designing systems behind the screen or racing cars and traveling in her RV. Her belief is simple: structure creates the freedom to live fully.

Karen writes regularly—on topics ranging from automation and effortless marketing to productivity hacks and content repurposing.

Why She Does What She Does

Karen’s mission is rooted in helping business owners do more of what lights them up—without getting buried in bottlenecks, to-dos, or tech overwhelm. She believes freedom is built on simplicity, alignment, and smart infrastructure that supports growth without burnout.

A Bit More About Karen
· Systems Expert – She helps entrepreneurs reclaim their time, capacity, and energy—and run businesses that feel aligned, streamlined, and sustainable.
· Author & Educator – She creates tangible tools, resources, and guides that help bring clarity and ease into business operations.
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[bookmark: _heading=h.vh7q6tnpnk6q]Content Creation & Engagement System Builder Worksheet
Objective: Create a repeatable system for planning, producing, publishing, and engaging with content that builds visibility and deepens audience connection.

Step 1: Define Your Content Goals

· What is the main purpose of your content? (e.g., attract new leads, nurture your audience, establish authority, drive sales)

· Who is your target audience?

· What platforms matter most to them? (List top 3–5)

Step 2: Map Your Core Content Types

Content Format	Purpose/Goal	Frequency	Notes
Blog / Articles			
Social Media Posts			
Videos / Reels			
Podcast Episodes			
Email Newsletters			
Other			





Step 3: Outline Your Workflow

Current Steps:
1.
2.
3.
4.
5.

Ideas to Streamline (automation, delegation, templates):
1.
2.
3.
4.
5.

Step 4: Repurposing & Distribution

1. How will you repurpose one piece of content into multiple formats?


2. Which team member or tool will handle repurposing?


3. What’s your content distribution checklist? (blog → email → social → video clip, etc.)


Step 5: Engagement & Community Building

Engagement Task	Tool/Platform	Who Handles It	Frequency
Respond to comments			
Start conversations with prompts			
Share user-generated content			
DM/Inbox responses			
Community moderation			



Step 6: Tools & Templates

List the tools, templates, or SOPs you’ll use for efficiency:
· Content calendar: __________________________________________
· Scheduling tool: __________________________________________
· Graphics templates: __________________________________________
· Hashtag library: __________________________________________
· SOP location: __________________________________________

Step 7: Metrics to Track
· Content reach (views, impressions)
· Engagement (likes, comments, shares, saves)
· Email open & click-through rates
· Leads or conversions generated
· Repurposed content performance

Notes: 









Reflection
✨ Which content tasks can I automate or template right away?
✨ Which tasks can I delegate to free up creative energy?
✨ How will I ensure consistency without burning out?









Date Started: ____________________
Next Review Date: ____________________
[bookmark: _heading=h.uesibnux00pf]
Content Buckets & Repurposing Planner Worksheet
Objective: Organize your content ideas into key categories (buckets) and create a plan to repurpose each piece across multiple platforms for maximum visibility and engagement.
Step 1: Define Your Core Content Buckets
Think of buckets as your go-to themes that align with your brand, expertise, and audience needs. (Aim for 3–5 buckets.)
Bucket 1: ________________________________
Bucket 2: ________________________________
Bucket 3: ________________________________
Bucket 4: ________________________________
Bucket 5: ________________________________

Step 2: Generate Content Ideas for Each Bucket

Bucket	Content Idea	Format (Blog, Video, Post, etc.)	Notes
			
			
			
			
			





Step 3: Repurposing Planner
Start with one core content piece and map how it can be repurposed into multiple formats.

Core Content Piece	Repurpose Format	Platform	Publish/Repurpose Date	Notes
				
				
				
				
				
				
				
				
				
				
				
				
				



Step 4: Repurposing Checklist
· Turn blog post into social captions
· Pull quotes for branded graphics
· Record short video tip from content
· Expand into an email newsletter
· Adapt into a LinkedIn article or post
· Save snippets for future reposts

Step 5: Reflection
✨ Which bucket is easiest to create content for?
✨ Which format brings the most engagement?
✨ How can you streamline repurposing with templates or team support?














Date Started: ____________________
Next Review Date: ____________________

[bookmark: _heading=h.mhzx9kmwv3vt]Quarterly Visibility Audit Worksheet
Objective: Assess your visibility efforts (social media, collaborations, content, and outreach) every quarter so you can refine what’s working and let go of what’s not.

Step 1: Review Your Platforms & Presence

Platform / Channel	Followers / Subscribers (Start of Quarter)	Current Count	Growth %	Notes
Instagram				
Facebook				
LinkedIn				
YouTube				
Podcast				
Email List				
Other				
Other				


Step 2: Evaluate Content Performance

Content Type	Top 3 Performing Pieces	Engagement/Reach	Why They Worked
Blog/Articles			
Social Posts			
Videos/Reels			
Email Campaigns			



Step 3: Collaborations & Features

Which collaborations, interviews, or features did I participate in this quarter?



Which ones brought the most visibility, engagement, or leads?



Step 4: Visibility Gaps & Missed Opportunities

Where was I inconsistent or absent?


Which opportunities did I not pursue that I could revisit?


What platforms or collaborations should I explore next quarter?



Step 5: Visibility Plan for Next Quarter

Priority Action	Platform / Channel	Who Handles It	Deadline	Notes
				
				
				
				


Reflection
✨ What worked best for visibility this quarter?


✨ What should I stop doing or delegate?



✨ What’s one bold visibility move I want to make next quarter?







Quarter: ____________________
Date Completed: ____________________
Next Review Date: ____________________
[bookmark: _heading=h.dwncxjdsytn4]

Collaboration Rolodex Worksheet
Objective: Keep an organized directory of your past, current, and potential collaborations so you can easily reconnect, follow up, and build visibility through partnerships.

[bookmark: _heading=h.u8zo9aukq06o]Step 1: Capture Key Collaborator Info

Name / Business	Niche / Expertise		Contact Info		Collaboration Type (Podcast, IG Live, Summit, Guest Post, etc.)		Status (Potential, In Progress, Complete)		Notes
					
					
					
					
					
					
					
					
					








[bookmark: _heading=h.5knhpro3y12q]Step 2: Track Collaboration Outcomes

Collaborator	Type of Collaboration		Date			Audience Reach (Followers, Email List, Views)			Results (Leads, Engagement, Sales, Referrals)			Next Steps
					
					
					
					
					
					
					
					
					



[bookmark: _heading=h.ns2ox7u1ok3d]Step 3: Identify New Collaboration Opportunities

Who are 3 people I’d love to collaborate with next quarter?
____________________________________________________________
____________________________________________________________
____________________________________________________________


• What types of collaborations excite me most right now?






• Which collaborations brought the most visibility last quarter that I should repeat or expand?





[bookmark: _heading=h.8ctt9mqk85fg]Step 4: Reflection

✨ Which collaborations have been most impactful for growth?
✨ Where can I show up more consistently in partnerships?
✨ Who is missing from my visibility network that I’d like to connect with?




Date Started: ____________________ 
Next Review Date: ____________________



[bookmark: _heading=h.1xfagxyw0l5b]Media, Podcast & Partner Outreach Tracker
Objective: Track your outreach efforts to podcasts, media outlets, and potential partners so you can follow up strategically and measure results.

Step 1: Outreach Log
[bookmark: _heading=h.sxuq6j52p99z]
	Outlet / Partner
	Contact Person
	Email / Social Handle
	Type (Podcast, Media, JV Partner, etc.)
	Date Pitched
	Status (Pitched, Follow-up, Confirmed, Declined)
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Step 2: Follow-Up Tracker
[bookmark: _heading=h.o2xyeujudsd2]
Outreach Contact	Date of First Pitch	Follow-Up #1	Follow-Up #2	Outcome	Next Steps
					
					
					
					
					
					

Step 3: Results & Impact
[bookmark: _heading=h.vgdao4x20v1e]
Outlet / Partner	Feature / Interview Title	Publish / Air Date	Audience Reach	Leads / Subscribers Gained	Sales / Referrals	Notes
						
						
						
						
						
						


[bookmark: _heading=h.i3k3l0jqogjg]Step 4: Reflection

✨ Which outreach strategies brought the best results?


✨ Which types of pitches get the best responses?



✨ Who should I reconnect with next quarter?




Date Started: ____________________Next Review Date: ____________________


[bookmark: _heading=h.yj47928zo87b]Monthly Social Media Planner & Calendar
Objective: Plan, organize, and track your monthly social media content to stay consistent, aligned with your goals, and visible without overwhelm.

Step 1: Define Monthly Goals
• What’s the main focus this month? (e.g., launch, nurture, visibility, lead generation)
______________________________________________________________________
• Key campaigns, offers, or events to promote:
______________________________________________________________________
• Engagement goals (followers, shares, leads, etc.):
______________________________________________________________________

Step 2: Content Buckets for the Month
[bookmark: _heading=h.fugx7oyd620g]
Content Bucket	Focus Topic	Platforms	Notes
Authority / Education			
Behind-the-Scenes / Personal			
Client Stories / Testimonials			
Offers / Promotions			
Engagement / Community (polls, Qs)			

[bookmark: _heading=h.bk1ybgmg2rxe]



Step 3: Weekly Planning Grid
[bookmark: _heading=h.kebezeth58wi]
Week	Theme / Focus	Content Pieces	Platforms	Notes
Week 1				
Week 2				
Week 3				
Week 4				

[bookmark: _heading=h.6ns60hx4tvj5]
Step 4: Monthly Content Calendar (Daily View)
[bookmark: _heading=h.bxj98l7t2itf]
Date	Content Theme / Idea	Format (Post, Reel, Story, Live, etc.)	Caption/	Hook	Call-to-Action	Status (Draft, Scheduled, Posted)
1					
2					
3					
4					
5					
6					
7					
8					
9					
10					
11					
12					
13					
14					
15					
16					
17					
18					
19					
20					
21					
22					
23					
24					
25					
26					
27					
28					
29					
30					
31					




Step 5: Metrics & Reflection
[bookmark: _heading=h.50svr5lgdr7c]
Platform	Goal	Actual	Notes
Instagram			
Facebook			
LinkedIn			
TikTok			
YouTube			




✨ Reflection Questions:
· Which content types performed best this month?



· Which CTAs drove the most engagement or leads?





· What adjustments will I make for next month?









Month: ____________________Date Completed: ____________________


[bookmark: _heading=h.333jx9kaewpn]Pitch Template
Purpose: Speed up pitching while keeping it personal and professional.

Template:

Subject: [Personalized Hook – e.g., Loved your recent episode on X]

Hi [First Name],
I’m [Your Name], a [what you do + who you help]. I help [ideal client] achieve [specific transformation/result].

I’d love to contribute to [their platform/show/publication] by sharing insights on:
- [Topic idea #1]
- [Topic idea #2]
- [Optional: Topic idea #3]

These topics align with your audience because [specific tie-in to their content or mission].

Here’s a bit more about me:
- [1–2 credibility markers: experience, results, features]
- [Optional: link to media kit, website, or portfolio]

If you’re open, I’d be happy to send over a short outline or jump on a quick call to discuss.

Thanks for considering—I’d love to support your audience and add value to your platform.

Warmly,
[Your Name]
[Website / Contact Info]


Pitch Template Swipe File
This swipe file includes customizable pitch templates for podcasts, media features, and collaborations. Fill in the blanks with your details and personalize for each opportunity.

Podcast Pitch Template
Subject Line Ideas:
- Excited to Share a Story Your Audience Will Love
- Guest Pitch: [Your Expertise/Topic] for [Podcast Name]
- Fresh Interview Idea for [Podcast Name]

Email Body:
Hi [First Name],

I’m [Your Name], a [your role/brand description] who helps [your target audience] [specific transformation/result]. I’ve been listening to [Podcast Name] and especially enjoyed your episode on [insert topic].

I’d love to join you as a guest to share [specific topic/angle]. Here’s why I think it’s a great fit for your listeners:

1. Relevant Topic: [Insert title or clear idea]
2. Key Takeaways: [List 2–3 outcomes]
3. Why Me: [Brief credibility/experience]

I’d also share the episode with my community of [size of your audience], extending its reach.

Would you be open to booking a time?

With gratitude,
[Your Name]
[Website/Social Link]
[Optional: Media Kit link]

Media Feature Pitch Template
Subject Line Ideas:
- Feature Idea: [Your Topic/Expertise]
- Expert Commentary Available: [Topic/Trend]
- Timely Story Angle for [Outlet Name]

Email Body:
Hi [First Name],

I’m [Your Name], a [your role/brand description] with expertise in [specific area]. I noticed [publication/outlet] has been covering [related topic or trend]. I’d love to contribute insights that your readers would find valuable.

Proposed Angle: [Insert your unique perspective or headline idea]
Key Talking Points:
- [Point 1]
- [Point 2]
- [Point 3]

I can provide a full article, quotes, or additional resources if helpful. I’d be honored to collaborate on this.

Best,
[Your Name]
[Website/Social Link]

Collaboration Pitch Template
Subject Line Ideas:
- Collaboration Idea: Let’s Create Value Together
- Joint Workshop / IG Live Proposal
- Partnership Opportunity for [Audience/Topic]

Email Body:
Hi [First Name],

I admire the work you’re doing with [their business/project] and believe our audiences overlap in meaningful ways. I’d love to explore a collaboration that benefits both of our communities.

Here’s one idea: [Insert proposed collaboration type — IG Live, joint workshop, bundle, giveaway, summit, etc.]

Why it makes sense:
- [Benefit for their audience]
- [Benefit for your audience]
- [Why it’s a win-win]

If this resonates, I’d be happy to set up a quick call to discuss.

Warmly,
[Your Name]
[Website/Social Link]

✨ Pro Tips for Customizing
- Always open with a personal note showing you know their work.
- Lead with how you can serve their audience, not just what you want.
- Offer specific topics or angles instead of asking them what they want.
- Keep it short, skimmable, and respectful of their time.


[bookmark: _heading=h.2n1vj4ugjef9]Template: Relationship Nurture System
Objective: Build trust, connection, and consistency by nurturing relationships with your audience, leads, and clients through structured, repeatable touchpoints.

Step 1: Define Your Nurture Goals
· Who am I nurturing? (e.g., leads, past clients, social media followers, newsletter subscribers)

· What’s my desired outcome? (e.g., trust, brand loyalty, repeat sales, referrals)

Step 2: Choose Nurture Channels
Channel	Frequency	Tools/Systems Used	Notes
Email Newsletter			
Social Media Posts			
DMs / Personal Messages			
Blog / Articles			
Community Groups			
Other			

[bookmark: _heading=h.duib3ru73371]
Step 3: Content Plan (Relationship Touchpoints)
Type of Content	Purpose	Example / Notes	Frequency	Repurpose Options
Storytelling Post	Build emotional connection	Share a personal journey		
Educational Tip	Add value / authority	Quick how-to or resource		
Client Testimonial	Build credibility	Share client win		
Personal Connection	Humanize brand	Behind-the-scenes / lifestyle post		
Offer / Invitation	Move to next step	Service promo or special offer		


Step 4: Automation & Delegation
· Which nurture activities can be automated?

· Which can be delegated to a VA or team member?

· Which should always be handled personally (human touch)?

Step 5: Tracking & Metrics
Channel	Key Metric	Current Result	Goal	Notes
Email				
Social Media				
DMs / Messages				
Blog				
Other				

[bookmark: _heading=h.x3hzp86i17in]
Reflection
✨ What content feels most natural and enjoyable for me to create?
✨ Where do I get the strongest response from my audience?
✨ How can I simplify this system to be sustainable long-term?



Date Started: ____________________
Next Review Date: ____________________


[bookmark: _heading=h.vvgvyqqam4ql]Social Media Scheduling Tools Comparison Worksheet
Objective: Compare social media scheduling platforms based on pricing, features, integrations, and ease of use to choose the best fit for your business.

Step 1: Tool Comparison Table
[bookmark: _heading=h.wq557smcrd8z]
Tool Name	Pricing	Social Platforms Supported	Automation/Queue Features	Integrations	Notes
					
					
					
					
					
					

[bookmark: _heading=h.fv1l3kqrnusd]
Step 2: Features Checklist
· Content calendar view
· Repost evergreen content
· Hashtag suggestions
· Image and video support
· AI or post generation tools
· Integration with Canva or design tools
· Analytics and performance tracking
· Approval workflows or team collaboration
· Bulk upload capabilities
· Mobile app access
· Free plan or free trial

Step 3: Key Questions to Consider
· What social platforms do I use most frequently?
· Do I need to schedule stories, reels, or carousels?
· How many users or team members need access?
· What’s my budget?
· How important are visual tools or post templates?

Step 4: Notes & Takeaways



















Date Researched: ____________________
Next Review Date: ____________________


[bookmark: _heading=h.47nxv126u4ox]Monthly Blog Planner 
Use this planner to map out your blog posts for the month. Plan your topics, assign due dates, and track tasks from draft to promotion.

Month & Year: _______________________________
Theme or Focus for the Month: _________________________________________
Main Goal (visibility, nurture, sales, SEO, etc.): ______________________________

Planned Blog Posts
1. Title/Topic: _________________________________________________________
Target Keyword(s): ____________________________________________________
Draft Due: ___________________ Final Due: ___________________
Notes: ______________________________________________________________

2. Title/Topic: _________________________________________________________
Target Keyword(s): ____________________________________________________
Draft Due: ___________________ Final Due: ___________________
Notes: ______________________________________________________________

3. Title/Topic: _________________________________________________________
Target Keyword(s): ____________________________________________________
Draft Due: ___________________ Final Due: ___________________
Notes: ______________________________________________________________

4. Title/Topic: _________________________________________________________
Target Keyword(s): ____________________________________________________
Draft Due: ___________________ Final Due: ___________________
Notes: ______________________________________________________________




Promotion Plan
- Email Newsletter: ______________________________________________________
- Social Media Posts: ____________________________________________________
- Repurposed Content Ideas: ______________________________________________
- Other Promotion Channels: ______________________________________________


Reflection (End of Month)
- Which posts performed best? _____________________________________________
- What brought the most traffic? ____________________________________________
- Lessons learned for next month: __________________________________________








[bookmark: _heading=h.5dog4ydenj3m]Value Ladder Template
Use this Value Ladder Template to map out your offerings from free content to premium services. This structure helps guide your audience step-by-step through increasing levels of value and investment.

[bookmark: _heading=h.zcut8w521vls]Free Value (Lead Magnet)
Examples: Checklists, Cheat Sheets, Free PDFs, Mini Trainings
Offer Name:
Description:
Price:
Link or Delivery Method:
Next Step/Call to Action:

[bookmark: _heading=h.2qmzr39h16vg]Low-Ticket Offer
Examples: Mini Courses, Ebooks, Templates, Workshops ($7–$97)
Offer Name:
Description:
Price:
Link or Delivery Method:
Next Step/Call to Action:

[bookmark: _heading=h.3ri2zet8nwtb]Mid-Tier Offer
Examples: Group Programs, Memberships, Online Courses ($97–$997)
Offer Name:
Description:
Price:
Link or Delivery Method:
Next Step/Call to Action:

[bookmark: _heading=h.5dkjjv8lf0bx]High-Ticket Offer
Examples: 1:1 Coaching, VIP Days, Done-for-You Services ($1,000+)
Offer Name:
Description:
Price:
Link or Delivery Method:
Next Step/Call to Action:

[bookmark: _heading=h.3xzabmas2s8a]Premium Offer
Examples: Masterminds, Licensing, High-Level Consulting ($5,000+)
Offer Name:
Description:
Price:
Link or Delivery Method:
Next Step/Call to Action:


[bookmark: _heading=h.lstuo4ch99pd]Delegate & Automate Worksheet
Use this worksheet to identify the marketing tasks you can delegate or automate to save time, boost consistency, and stay in your zone of genius.
Automate Nurture Sequences
· Which email platform are you using (e.g., ConvertKit, ActiveCampaign, MailerLite)?
· Have you set up your welcome emails and nurture series?
· Are your seasonal or promo campaigns automated?
· What additional email sequences can you automate?
Systemize Your Graphics Creation
· Do you have brand templates set up in Canva or Pixelied?
· What types of content do you need regularly (quotes, promos, blog graphics)?
· Who is responsible for plugging in new content?
· Can this process be scheduled monthly or weekly?
Delegate Your Community Management
· Who currently manages your Facebook Group or page?
· Do you have a system for weekly threads or engagement posts?
· Is there a checklist for moderating and responding to posts?
· What metrics do you want your VA to track?
Streamline Your Podcast & Video Production
· Who edits your podcast or video content?
· Do you have a checklist or SOP for show notes, graphics, uploading, and promotion?
· What parts of the process can be delegated (e.g., uploading, editing, repurposing)?
· Are you using a tool to batch schedule content releases?


[bookmark: _heading=h.w4ejlktncc6x]Content Repurposing Planner
Objective: Organize your content ideas into key categories (buckets) and create a plan to repurpose each piece across multiple platforms for maximum visibility and engagement.

[bookmark: _heading=h.okx58yjslvd]Step 1: Define Your Core Content Buckets
Think of buckets as your go-to themes that align with your brand, expertise, and audience needs. (Aim for 3–5 buckets.)
Bucket 1: __________________________________________________
Bucket 2: __________________________________________________
Bucket 3: __________________________________________________
Bucket 4: __________________________________________________
Bucket 5: __________________________________________________

[bookmark: _heading=h.myu49t5f48jl]Step 2: Generate Content Ideas for Each Bucket
[bookmark: _heading=h.r0lj9j5x50xp]
Bucket	Content Idea	Format (Blog, Video, Post, etc.)	Notes
			
			
			
			
			
			

[bookmark: _heading=h.c7z2k67ydfcn]

Step 3: Repurposing Planner
Start with one core content piece and map how it can be repurposed into multiple formats.
Core Content Piece	Repurpose Format	Platform	Publish/
Repurpose Date	Notes
Blog Post	Instagram Carousel	Instagram		
Blog Post	Email Newsletter	Email List		
Blog Post	Reel/Short Video	Instagram/TikTok		
Blog Post	Quote Graphic	Facebook/LinkedIn		
Blog Post	Podcast Topic	Podcast		

[bookmark: _heading=h.ou2oo33oht25]Step 4: Repurposing Checklist
· Turn blog post into social captions
· Pull quotes for branded graphics
· Record short video tip from content
· Expand into an email newsletter
· Adapt into a LinkedIn article or post
· Save snippets for future reposts
[bookmark: _heading=h.p5047rmxzf1]Step 5: Reflection
✨ Which bucket is easiest to create content for?
✨ Which format brings the most engagement?
✨ How can you streamline repurposing with templates or team support?


Date Started: ____________________ Next Review Date: ____________________


[bookmark: _heading=h.stn9k5trhvde]Plan your Lead Magnet Worksheet
Use this worksheet to brainstorm, outline, and design your next lead magnet. A great lead magnet attracts your ideal audience, solves a specific problem, and builds trust while growing your email list.
[bookmark: _heading=h.smraf4ap2e28]1. Define Your Audience
· Who is your ideal audience for this lead magnet?
· What are their biggest pain points or challenges?
· What quick win or transformation do they want?
[bookmark: _heading=h.dtxegj8lko8c]2. Choose the Lead Magnet Type
· What format best serves your audience? (eBook, checklist, template, quiz, video, etc.)
· Why will this format appeal to them?
[bookmark: _heading=h.s9ktyjy0t0jo]3. Clarify the Promise
· What specific problem will your lead magnet solve?
· What is the main promise or outcome for the reader?
· Write a one-sentence headline for your lead magnet.
[bookmark: _heading=h.howp8b3ssnnj]4. Outline the Content
List the key points or steps included in your lead magnet:
1.
2.
3.
[bookmark: _heading=h.clodojz2871o]5. Design & Delivery
· How will you design your lead magnet? (DIY in Canva, outsource, templates, etc.)
· How will your audience access it? (Download link, email delivery, private page, etc.)
[bookmark: _heading=h.7kdk9pnl4hl4]6. Promotion Plan
· Where will you promote this lead magnet? (Website, blog, social media, ads, etc.)
· What call-to-action will you use?
· What tools will you use to capture emails? (Landing page, opt-in forms, etc.)
[bookmark: _heading=h.7vkfbn3e5tw4]7. Metrics to Track
· Number of sign-ups
· Conversion rate of landing page
· Engagement with lead magnet content
· Follow-up email open and click-through rates


[bookmark: _heading=h.gu5l7sbyryzg]Landing Page Planner Worksheet
Use this worksheet to plan a high-converting landing page that captures leads and drives action. Each section helps you outline the essential elements of your page.
[bookmark: _heading=h.qsmc6n9o8g67]1. Define Your Goal
• What is the main purpose of this landing page? (e.g., grow email list, sell product, book calls)
• What action do you want visitors to take?
[bookmark: _heading=h.yfl5sk8otvy5]2. Know Your Audience
• Who are you targeting with this page?
• What are their key pain points or desires?
[bookmark: _heading=h.c78h9fpyndwv]3. Craft a Compelling Headline
• Write a strong, benefit-driven headline: ____________________________
• Supporting subheadline: ____________________________
[bookmark: _heading=h.shiu2l28c1nt]4. Clarify the Offer
• What are you offering? (lead magnet, free trial, consultation, etc.)
• What problem does it solve for your audience?
• What makes this offer unique or irresistible?
[bookmark: _heading=h.aiwz5nfnpcco]5. Highlight Key Benefits
List 3-5 bullet points that showcase the benefits of your offer:



[bookmark: _heading=h.ybfub8ol50t]6. Plan Your Visuals
• What images, graphics, or videos will strengthen the page?
• Where will they be placed?
[bookmark: _heading=h.lrd6j5wfnpki]7. Create a Strong CTA
• What is the exact text on your button or link? (e.g., ‘Download Now’, ‘Get Access’)
• How many times will you repeat the CTA on the page?
[bookmark: _heading=h.c5ay03imzr13]8. Build Trust
• Testimonials, reviews, or case studies to include: ____________________________
• Logos, credentials, or certifications to feature: ____________________________
[bookmark: _heading=h.t5vu56o91fie]9. Technical Setup
• Which platform or tool will you use to build the page?
• How will you integrate with your email service provider?
• What thank-you page or confirmation will visitors see after opting in?
[bookmark: _heading=h.iqo76im6vj63]10. Metrics to Track
• Conversion rate (visitors to sign-ups)
• Number of sign-ups
• Source of traffic
• CTA clicks


[bookmark: _heading=h.ybpszqrgjj88]Research Landing Page Platforms
Instructions:
If your current website (especially WordPress) doesn’t include a built-in landing page template, it may be time to explore new options! Use this worksheet to research and compare landing page builders.
Focus on drag-and-drop simplicity, pricing, features, integrations, and user-friendliness. This will help you make an informed decision before investing!

[bookmark: _heading=h.n8umvgy6m7c7]Landing Page Platform Options

Platform Name	Pricing	Drag-and-Drop Builder?	Templates Included?	Integrations (CRM, Email)	Notes
					
					
					


 Features Checklist
· Easy-to-use editor
· Mobile responsive
· Built-in analytics
· A/B testing
· Email marketing integrations
· CRM or list-building compatibility
· SEO customization
· Fast load times
· Design flexibility
· Free trial available

Key Questions to Ask:
- What is my budget for a landing page solution?
- Do I need unlimited pages or just one or two?
- Can I connect this to my email list and CRM?
- How important is design customization vs speed?
- What support or documentation is available?



[bookmark: _heading=h.g8nmywbqrbdd]Notes & Comparisons



















Date Reviewed: ____________________Next Review Date: ____________________




[bookmark: _heading=h.m5tq244c33b9]Landing Page Wire Frame: Lead Magnet Opt-In
Use this wireframe as a starting point when planning your lead magnet landing page. Each section is designed to guide your visitor toward a single goal: opting in.
1. Headline
A clear, benefit-driven headline that grabs attention.
Example: ‘Get the Ultimate Client Onboarding Checklist (Free Download)’
2. Subheadline
A supporting statement that reinforces the value of your lead magnet.
Example: ‘Streamline your onboarding process in just 15 minutes with this proven template.’
3. Visual Representation
Add a mockup or image of your freebie (e.g., a tablet showing your checklist, a styled PDF cover).
4. Bullet Points (Benefits)
List 3-5 key benefits or outcomes the user will get.
Example:
- Save hours on admin work
- Improve client experience
- Automate your process
5. Opt-In Form
Include fields for First Name and Email Address.
Use a strong CTA button like ‘Get the Free Checklist’ or ‘Send It to Me!’
6. Trust Signals
Optional: Add a short testimonial, a ‘no spam’ privacy note, or an ‘as seen in’ logo strip.
7. Footer
Keep it minimal. You can include your business name, copyright info, and links to terms/privacy if needed.


[bookmark: _heading=h.ngzk4hcvlawd]Welcome Email Sequence
This template provides a framework for crafting your welcome email sequence. Use it to nurture new subscribers, set expectations, and build trust while guiding them toward your offers.
[bookmark: _heading=h.3vspefo4gou6]Email 1: The Warm Welcome
• Subject Line: Welcome to [Your Brand/Community Name]!
• Purpose: Introduce yourself, thank them for joining, and set expectations.
• Key Elements:
- Warm greeting and gratitude
- Brief introduction of you/your brand
- Reminder of what they signed up for (lead magnet, updates, etc.)
- What to expect next (frequency, type of content)
- Friendly sign-off
[bookmark: _heading=h.p5qsl8rdpek0]Email 2: Deliver Value
• Subject Line: Here’s your [Lead Magnet/Freebie] + A Quick Tip
• Purpose: Deliver the promised resource and give immediate value.
• Key Elements:
- Link to download or access freebie
- Quick, actionable tip or insight
- Soft CTA to engage (e.g., reply to share a win, follow on social media)
[bookmark: _heading=h.47lk6gaur2ux]Email 3: Share Your Story
• Subject Line: My story (and why I created this for you)
• Purpose: Build connection by sharing your story or mission.
• Key Elements:
- Share your personal journey or ‘why’
- Highlight the transformation you help clients achieve
- Invite them to connect (reply, follow, join a group)
[bookmark: _heading=h.y2c5dd6n1ktx]Email 4: Highlight a Success Story
• Subject Line: How [Client/Community Member] achieved [Result]
• Purpose: Build credibility with testimonials or case studies.
• Key Elements:
- Share a relatable success story
- Show how your methods/resources helped
- Offer encouragement and inspiration
- Light CTA to learn more about your offer
[bookmark: _heading=h.h8hgyp4dt1oo]Email 5: Invitation to Take the Next Step
• Subject Line: Ready for your next step?
• Purpose: Transition from nurturing to introducing your core offer.
• Key Elements:
- Recap the value they’ve received so far
- Present your main offer or program
- Include clear CTA (schedule a call, buy now, join program)
- Reassure with a no-pressure tone

[bookmark: _heading=h.zc04f226dalx]Tips for Customizing Your Sequence
• Keep emails conversational and personal.
• Use consistent branding and tone of voice.
• Space emails out (daily or every few days).
• Test subject lines for best open rates.


[bookmark: _heading=h.p9ptr0bd6ki0]Evergreen Webinar Planner
Use this planner to design and launch an evergreen webinar that builds trust, generates leads, and sells your offer on autopilot.
[bookmark: _heading=h.7nlcscklawlp]1. Define Your Goal
• What is the purpose of your webinar? (e.g., sell a course, grow email list, book calls)
• What action do you want attendees to take at the end?
[bookmark: _heading=h.gd0v67crxrqt]2. Know Your Audience
• Who is your ideal audience for this webinar?
• What pain points or desires will you address?
[bookmark: _heading=h.qj1rmkdci0ex]3. Choose a Compelling Topic
• What is the main theme of your webinar?
• Write a benefit-driven title: ____________________________
[bookmark: _heading=h.rjp0ogu4y5y1]4. Outline the Structure
• Introduction: Who you are and why they should listen
• Value-packed teaching section (3–5 key points)
• Success stories or case studies
• Transition into your offer
• Clear call-to-action
[bookmark: _heading=h.cvek56uxyvkl]5. Present Your Offer
• What product/service will you sell?
• What is the price point?
• What bonuses or urgency elements will you include?
• How will you position the value vs. cost?
[bookmark: _heading=h.ell04j5sc4t]6. Tech Setup
• What platform will you use? (e.g., Systeme.io, Demio, EverWebinar, etc.)
• How will attendees register? (Landing page, opt-in form)
• How will you automate email reminders and replays?
[bookmark: _heading=h.ovay25mtbimr]7. Promotion Plan
• Where will you promote your webinar? (ads, social media, blog, partners)
• What lead magnet or hook will drive registrations?
• How often will you run ads or posts to keep registrations consistent?
[bookmark: _heading=h.p0xpfbe06at]8. Follow-Up Sequence
• Immediate thank-you email with replay link
• Reminder emails for no-shows
• Nurture emails for attendees who didn’t purchase
• Conversion emails with urgency (deadline, bonus expiring)
[bookmark: _heading=h.m8x0eef8mjbm]9. Metrics to Track
• Registration numbers
• Show-up rate vs. replay views
• Offer conversion rate
• Cost per lead and return on ad spend


[bookmark: _heading=h.b6qg0u2pv1jv]Funnel Metrics Tracker
Use this tracker to monitor the performance of your marketing funnel. Tracking key metrics will help you optimize each stage for higher conversions and ROI.
[bookmark: _heading=h.6ie5c8urprob]1. Traffic Metrics
• Ad Spend: ____________________________
• Click-Through Rate (CTR): ____________________________
• Cost Per Click (CPC): ____________________________
• Traffic Sources Breakdown: ____________________________
[bookmark: _heading=h.28q1tjugic4o]2. Landing Page Metrics
• Visitors: ____________________________
• Conversion Rate (%): ____________________________
• Number of Opt-ins: ____________________________
• Bounce Rate: ____________________________
[bookmark: _heading=h.iki7txje17fb]3. Webinar Metrics
• Registrations: ____________________________
• Attendance Rate: ____________________________
• Replay Views: ____________________________
• Engagement Rate (chat, polls, Q&A): ____________________________
[bookmark: _heading=h.1hdsuktj42bd]4. Email Metrics
• Open Rate (%): ____________________________
• Click-Through Rate (%): ____________________________
• Unsubscribe Rate (%): ____________________________
• Revenue from Email Campaign: ____________________________
[bookmark: _heading=h.jr7iu2jlnvqx]5. Sales Metrics
• Total Sales: ____________________________
• Conversion Rate from Leads to Customers: ____________________________
• Average Order Value (AOV): ____________________________
• Customer Acquisition Cost (CAC): ____________________________
[bookmark: _heading=h.c151uqnxcdc3]6. ROI & Growth
• Total Revenue: ____________________________
• Return on Ad Spend (ROAS): ____________________________
• Funnel ROI (%): ____________________________
• Key Insights / Next Steps: ____________________________
[bookmark: _heading=h.8fj0e3sw0juv]7. Monthly Funnel Performance
Use this table to track results each month. Fill in with your numbers.
Month	Traffic	Opt-ins	Webinar Attendees	Sales	Revenue	ROI %
January						
February						
March						
April						
May						
June						
July						
August						
September						
October						
November						
December						



[bookmark: _heading=h.68ndsbtqey3s]Brainstorm Your Signature Offer Worksheet
Use this worksheet to brainstorm and refine your signature offer—the core service or program that delivers the most value to your clients and positions you as the go-to expert in your field.
[bookmark: _heading=h.14xr6uf6xrc5]1. Define Your Zone of Genius
• What skills, knowledge, or experiences make you unique?
• What problems do people often come to you for help with?
• Which of your strengths create the biggest transformation for clients?
[bookmark: _heading=h.3bx9rsqmy9ye]2. Identify Your Ideal Client
• Who do you most want to serve with this offer?
• What are their biggest challenges, desires, or goals?
• How will your offer meet their needs?
[bookmark: _heading=h.7fi90cip2vsd]3. Clarify the Transformation
• What specific problem does your offer solve?
• What results or transformation will clients achieve?
• How will their life or business be different after working with you?
[bookmark: _heading=h.xtobhofofu8f]4. Structure Your Offer
• What format will your offer take? (1:1 coaching, group program, course, membership, etc.)
• How long will it last? (weeks, months, ongoing)
• What key components or features will it include? (calls, resources, community, etc.)
[bookmark: _heading=h.qzx6cffki9co]5. Pricing & Value
• What is the value of the transformation your offer provides?
• What price point feels aligned with that value?
• Will you offer payment plans or bonuses?
[bookmark: _heading=h.ufzelaua6ucg]6. Positioning & Differentiation
• What makes your offer different from others in your industry?
• Why should clients choose you over someone else?
• Write a one-sentence positioning statement: ____________________________
[bookmark: _heading=h.vxbi5uylf1od]7. Delivery & Experience
• How will clients access your offer? (platform, calls, portal, etc.)
• How will you ensure a seamless client experience?
• What onboarding or support will you provide?
[bookmark: _heading=h.ywbi8q7dzvr2]8. Marketing Ideas
• What is the key message or hook you’ll use to promote your offer?
• Where will you share it? (social media, email, podcasts, etc.)
• What proof or testimonials can you highlight?
[bookmark: _heading=h.kciw032q1xdw]9. Next Steps
• What do you need to create or finalize before launching this offer?
• Who can support you in bringing it to life?
• Timeline for development and launch: ____________________________


[bookmark: _heading=h.as64ainbt43l]Signature Offer Worksheet
This worksheet will guide you step-by-step in creating your signature offer—the core program or service that delivers the most transformation for your clients and anchors your business model.
[bookmark: _heading=h.raahee2xsv84]1. Define the Core Transformation
• What is the #1 problem your offer solves?
• What is the transformation or outcome clients will achieve?
• How will you measure success?
[bookmark: _heading=h.x3enod643cgv]2. Outline the Structure
• What is the format? (1:1 coaching, group program, course, membership, hybrid, etc.)
• How long does it run? (weeks, months, ongoing)
• What are the core components? (modules, calls, community, resources)
• What bonuses or extras will you include?
[bookmark: _heading=h.5s8vo6xf0ezb]3. Decide on Delivery Method
• How will you deliver the program? (Zoom, portal, in-person, etc.)
• What tools or platforms will you need?
• How will you ensure ease of access for clients?
[bookmark: _heading=h.yi3e935112ll]4. Pricing & Packages
• What is the value of the transformation?
• Aligned price point: ____________________________
• Will you offer tiered options or payment plans?
[bookmark: _heading=h.nfbkgfd5woae]5. Identify Your Ideal Client
• Who is this offer designed for?
• What stage of business/life are they in?
• Why is this the perfect solution for them right now?
[bookmark: _heading=h.urfb9uo8iwo8]6. Positioning & Differentiation
• What makes your offer unique compared to others?
• Write your offer positioning statement: ____________________________
• What core values or brand promise does it embody?
[bookmark: _heading=h.yx0vrnariywg]7. Marketing Message
• What is the key promise or headline of your offer?
• List 3–5 benefits that will resonate most with your ideal client:
1. ____________________________
2. ____________________________
3. ____________________________
[bookmark: _heading=h.a68oup1k5gcj]8. Client Journey
• What does the client experience look like from start to finish?
• Onboarding process: ____________________________
• Ongoing support: ____________________________
• Offboarding or next step: ____________________________
[bookmark: _heading=h.9351wmt6xkl6]9. Launch Plan
• What is your launch date or timeline?
• What pre-launch content will you create? (emails, social posts, webinars, etc.)
• What conversion events will you use? (challenges, masterclasses, calls)
[bookmark: _heading=h.lpltcs7gj24l]10. Success Metrics
• Revenue Goal: ____________________________
• Number of Clients Goal: ____________________________
• Conversion Rate Target: ____________________________
• Retention or Upsell Opportunities: ____________________________


[bookmark: _heading=h.um6zhj8hvat1]Aligned Sales Flow Worksheet
Use this worksheet to design a sales process that feels natural, authentic, and aligned with your values—while guiding potential clients smoothly from interest to commitment.
[bookmark: _heading=h.t49srsarfl90]1. Service-First Selling
• What questions can you ask to uncover your prospect’s real needs?
• How can you listen more than you pitch?
• How will you position your offer as the bridge to their desired result?
[bookmark: _heading=h.962bvxg22w1i]2. Sales Page Clarity
• What pain points will you highlight on your sales page?
• What transformation or outcome will you emphasize?
• What proof elements will you include? (testimonials, case studies, data)
[bookmark: _heading=h.74fumnr827h9]3. Streamlined Checkout
• What platform or tool will you use for checkout?
• How can you reduce the number of clicks between ‘yes’ and payment?
• How will you reassure clients about security and ease of purchase?
[bookmark: _heading=h.ny1waq2yr1na]4. Follow-Up Sequences
• What automated emails or DMs will you send to follow up with prospects?
• How will you keep the conversation alive if they don’t buy immediately?
• What objections can you proactively address in these messages?
[bookmark: _heading=h.703c5vd83f5g]5. Objection Handling
• What are the most common objections your prospects have?
• How can you reframe those objections into opportunities for clarity?
• What stories, examples, or analogies can you use to ease concerns?
[bookmark: _heading=h.6jnzhlttbunq]6. Your Aligned Sales Flow Map
Outline the key steps in your aligned sales flow:
1. ____________________________ (First touchpoint)
2. ____________________________ (Discovery or value interaction)
3. ____________________________ (Offer introduction)
4. ____________________________ (Follow-up or nurture)
5. ____________________________ (Conversion to client)
[bookmark: _heading=h.7hgczohre9jr]7. Success Metrics
• Number of discovery calls booked: ____________________________
• Sales page conversion rate: ____________________________
• Checkout completion rate: ____________________________
• Overall client conversion rate: ____________________________


[bookmark: _heading=h.ert9grxfqawj]Client Delivery Templates
[bookmark: _heading=h.f2f2eav6l29b]1. Welcome Email
Subject: Welcome aboard, [Client Name]! Here’s what to expect
Hi [Client Name],

I’m thrilled to officially welcome you! 🎉 Thank you for trusting me to support you on this journey.

Here’s what happens next:
1. [Confirm next step—intake form, scheduling link, or first session date]
2. [Attach or link to welcome packet/resources]
3. [Share communication expectations—best way to reach you, response times]

Take a few minutes to complete [any forms or prep work]. This ensures we can dive right in during our first session.

I’m excited to get started! If you have any immediate questions, reply to this email.

With gratitude,
[Your Name]
[bookmark: _heading=h.k70uz8rv5q69]
[bookmark: _heading=h.lmf84yojtdcc]2. Session Agenda / Outline
Subject: Your [Date] Session Agenda
Hi [Client Name],

Ahead of our upcoming session on [Date/Time], here’s what we’ll cover:
- Check-in: Quick updates since last session
- Main focus: [List 2–3 key priorities or goals]
- Action planning: Concrete next steps

Bring any questions, documents, or examples you’d like me to review. You’ll leave with clarity and a plan to move forward.

Looking forward to our conversation!

Best,
[Your Name]

[bookmark: _heading=h.dt48qrtk804i]3. Homework / Progress Check-In
Subject: Quick check-in: how’s it going with [specific task/project]?
Hi [Client Name],

I wanted to check in and see how you’re progressing with [specific homework/action step].
- What’s feeling easy?
- Where are you feeling stuck?
- Do you need additional resources or guidance?

Remember: progress is progress—no matter how small. I’m here to support you, so let me know what’s coming up for you.

Keep going—you’re doing amazing!

Warmly,
[Your Name]

[bookmark: _heading=h.y1yfb5wytjdl]4. Final Project Handoff
Subject: Your project is complete! 🎉 Here are your final deliverables
Hi [Client Name],

Congratulations—we’ve reached the finish line! I’ve loved collaborating with you on this project.

Here’s what you’ll find in your final package:
- [Deliverable #1 + link]
- [Deliverable #2 + link]
- [Instructions or next steps for use]

Please download and save these files for your records.

If you’d like, I’d be happy to schedule a quick wrap-up call to walk you through everything and answer questions.

Thank you again for trusting me with your vision!

Best,
[Your Name]

[bookmark: _heading=h.ogppqg8yj95p]5. Offboarding Email
Subject: Thank you + a few final resources
Hi [Client Name],

It’s been an honor to work with you. I’m so proud of everything you’ve accomplished during our time together.

As a wrap-up, here are a few final pieces for you:
- [Link to any resources/session notes/deliverables]
- [Optional: link to testimonial or feedback form]
- [Optional: invitation to referral program or future offer]

Just because our formal work is ending doesn’t mean our relationship has to! I’ll stay in touch with tips and updates, and you’re always welcome to reach out when you’re ready for your next step.

With gratitude,
[Your Name]




[bookmark: _heading=h.b1sbpc9ndaq5]Choosing Your Ideal Client Scheduling App
Purpose: The right scheduling app saves you hours of back-and-forth emails and makes booking seamless for both you and your clients. Use this worksheet to compare options and find the one that best fits your business needs.
[bookmark: _heading=h.qfiv23csj2ux]1. Define Your Scheduling Needs
Types of appointments I need to schedule:
☐ Discovery calls
☐ Coaching sessions
☐ Group sessions/classes
☐ Team meetings
☐ Other: __________________________

Average length of sessions:
Discovery call: ________
Coaching session: ________
Group session: ________
Other: ________

My working hours / availability for sessions:
___________________________________________

Special requirements (check all that apply):
☐ Collect client intake forms before booking
☐ Accept payments at time of booking
☐ Handle recurring sessions
☐ Integrate with Zoom/Teams/Google Meet
☐ Sync with multiple calendars (Google, Outlook, iCal)
☐ Automated reminders (email/text)
☐ Cancellation or rescheduling policies
☐ Time zone conversion for international clients
☐ Custom branding (logo, colors, URLs)

[bookmark: _heading=h.3pn0jhokssh]2. Compare Scheduling Tools
Tool Name: __________________________
Pricing: __________________________
Key Features: __________________________
Integrations: __________________________
Ease of Use: __________________________
Notes: __________________________


Repeat for additional tools…

[bookmark: _heading=h.wb2yj9b43h32]3. Deal Breakers & Must-Haves
Absolute deal breakers (non-negotiable):
________________________________________________
Nice-to-have features:
________________________________________________

[bookmark: _heading=h.whjbiwdg0vrk]4. Trial & Feedback
Tool(s) I want to test first: ________________________________
Initial impressions after testing: ____________________________
Did it make booking easier for clients? ☐ Yes ☐ No
Did it save me time and reduce admin work? ☐ Yes ☐ No

[bookmark: _heading=h.9a9w3f688p4d]5. Decision
Best scheduling app for my business is: ____________________________
Next steps for implementation:
☐ Set up account and customize availability
☐ Connect calendar(s) and Zoom/Meet links
☐ Create booking links for each service type
☐ Add payment integration if needed
☐ Update website, emails, and welcome packet with new link
☐ Test with a mock booking before launching to clients

✨ Remember: The best scheduling system is the one you’ll actually use. Keep it simple, professional, and client-friendly!


[bookmark: _heading=h.j1xnn3qf0o7d]Maintain the Wow Factor Throughout the Engagement
Purpose: High-end client experiences are built on clarity, communication, and care—not constant hand-holding. This worksheet helps you identify ways to automate touchpoints and create a seamless, professional client journey.
[bookmark: _heading=h.ja6ivsgru2oq]1. Current Client Experience Review
How do I currently manage these client touchpoints?
Session reminders: __________________________________________
Rescheduling: ______________________________________________
Progress check-ins: _________________________________________
Bonus materials delivery: ____________________________________
Client feedback/testimonials: _________________________________

Where are the gaps or friction points?
____________________________________________________________
____________________________________________________________
[bookmark: _heading=h.jvajpp2yhqzq]2. Opportunities for Automation
Session Reminders & Rescheduling Links
Current system: __________________________
Tool(s) I could use: ________________________
Action steps to automate: ___________________

Progress Check-Ins at Key Milestones
Milestones I want to track: _________________
Method of check-in (email, survey, call): ____
Tool(s) I could use: ________________________

Bonus Materials or Drip Content
Type of bonus content: _____________________
Frequency of delivery: _____________________
Tool(s) I could use: ________________________

Client Satisfaction Surveys / Testimonial Requests
Timing (e.g., mid-point, end of project): ______
Tool(s) I could use: _________________________
Sample question or request: _________________

[bookmark: _heading=h.tosp03hku9u]3. System Setup Plan
Which platform will I use to manage automations?
☐ CRM (e.g., Dubsado, HoneyBook)
☐ Email system (e.g., ActiveCampaign, ConvertKit)
☐ Course/membership platform (e.g., Kajabi, Teachable)
☐ Other: ___________________________________

Action Steps:
1. _________________________________________
2. _________________________________________
3. _________________________________________

[bookmark: _heading=h.42xi93hddcf8]4. Client Experience Enhancement
What feeling do I want my clients to have during our engagement?
____________________________________________________________

How will these systems help deliver that feeling?
____________________________________________________________

✨ Remember: Maintaining the wow factor is about creating consistent, thoughtful touchpoints that feel high-touch without requiring you to be “always on.”


[bookmark: _heading=h.9skjr435q0qd]Choosing and Setting Up Your CRM
Purpose: A client relationship management (CRM) system is your best friend when it comes to staying organized. With the right CRM in place, you can:
- Track every client interaction and purchase
- Schedule future follow-ups at 30, 90, or 180 days
- Tag clients by service type, interest, or readiness
- Trigger specific emails based on time or behavior
- Monitor referral activity and track loyalty metrics

This worksheet helps you clarify your needs, compare tools, and design your CRM setup for success.

[bookmark: _heading=h.2lhao6swd2ad]1. Current Client Management Process
How do I currently track client information?
☐ Spreadsheets
☐ Paper notes
☐ Email inbox only
☐ Another system: __________________________

What works well in my current process?
________________________________________________

What’s frustrating or missing?
________________________________________________

[bookmark: _heading=h.3clvcgia7xk3]2. Must-Have CRM Features
Check the features most important to your business:
☐ Track interactions and purchase history
☐ Schedule follow-ups at 30, 90, 180 days
☐ Client tagging by service type/interest/readiness
☐ Automated email triggers (time or behavior)
☐ Referral tracking and loyalty metrics
☐ Mobile app access
☐ Integrations with email, calendar, or payment systems
☐ Other: ____________________________________

[bookmark: _heading=h.3vtrq7vwlnr6]3. Compare CRM Options
Tool #1: ____________________________
Pricing: ____________________________
Features included: ___________________
Ease of use: _________________________
Notes: ______________________________

Tool #2: ____________________________
Pricing: ____________________________
Features included: ___________________
Ease of use: _________________________
Notes: ______________________________

Tool #3: ____________________________
Pricing: ____________________________
Features included: ___________________
Ease of use: _________________________
Notes: ______________________________

[bookmark: _heading=h.tgrl3tlcka78]4. Setup Plan
How will I structure my CRM?
Tags I want to use: __________________________
Follow-up sequences I want to schedule: ________
Types of automated emails I’ll set up: __________
Referral or loyalty metrics to track: ____________

[bookmark: _heading=h.liw71gpli715]5. Action Steps
☐ Choose and sign up for CRM: __________________
☐ Import existing client data
☐ Create tagging system
☐ Build automated follow-up reminders (30, 90, 180 days)
☐ Set up email triggers
☐ Test system with a few clients
☐ Train team/VA on usage

✨ Remember: A CRM only works if you use it consistently. Keep it simple at first, then layer in advanced features as your business grows.


[bookmark: _heading=h.9qg0a6uykyid]Client Off Boarding Workflow SOP
Use this SOP to automate your client offboarding process and continue nurturing client relationships long after the engagement has ended. This system helps maintain connection, generate referrals, and invite reactivations—without manual follow-up.

[bookmark: _heading=h.72s9r9fp2sqz]1. Trigger Offboarding Workflow
• Mark engagement as complete in project management system or CRM
· Add client to ‘Offboarding’ tag or segment in email platform

[bookmark: _heading=h.5jhii7yyzajp]2. Send Wrap-Up Email
• Thank the client for their time and trust
• Celebrate key wins or milestones
· Include links to final deliverables or session recordings

[bookmark: _heading=h.uyq2edc1cddd]3. Request Testimonial
• Include a direct link to a feedback form (Google Form, Typeform, etc.)
· Offer simple prompts for them to reflect on their experience

[bookmark: _heading=h.4wmg1enzqu81]4. Ask for Referrals
• Mention you’d love to work with others like them
• Offer a referral incentive (optional)
· Include referral link or details on how to refer

[bookmark: _heading=h.7cci5s3glxu5]5. Deliver Special Offer for Past Clients
• Send an exclusive discount, early access, or bonus offer
· Make offer time-bound to encourage timely action

[bookmark: _heading=h.5adw3gsm37bd]6. Schedule Follow-Up Check-In
• Automate a ‘How are you doing?’ email to send 1—3 months post-engagement
· Optionally include an invitation to book a follow-up session or join a program

[bookmark: _heading=h.o9wswr2yaosv]7. Add to CRM for Ongoing Nurture
• Add tags for service type, interests, and future opportunities
• Set reminders for future personal check-ins at 3, 6, and 12-month intervals
· Assign VA to review nurture touchpoints monthly

[bookmark: _heading=h.h4uk18swy1wn]8. Monitor and Optimize
• Track testimonial responses, referral sources, and reactivation rates
• Adjust copy or timing of sequence as needed
· Review offboarding results quarterly for improvements


[bookmark: _heading=h.342z61en3ypb]Client Off Boarding Email Swipe File
Use these email templates to automate your offboarding sequence. Customize them with your tone, brand voice, and specific client details to maintain connection and inspire reengagement.
Email 1: Wrap-Up & Gratitude

Subject: Thank You — and What’s Next

Hi [Client First Name],

Thank you so much for trusting me with your journey. It’s been an honor to support you, and I’m so proud of everything you’ve accomplished during our time together.

As a quick recap, here are some of the wins we celebrated:
- [Insert win or transformation]
- [Insert win or insight]

You’ll find all of your final deliverables and session notes here:
[Insert link]

Please don’t hesitate to reach out if you have any questions. I’m cheering you on always!

With gratitude,
[Your Name]

Email 2: Testimonial Request
Subject: Would You Mind Sharing a Few Words?

Hi [Client First Name],

It’s been such a pleasure working with you, and I’d love to ask a quick favor.

If you feel comfortable, would you mind sharing a short testimonial about your experience? Your words help others understand what it’s like to work together—and they mean the world to me.

You can simply reply here or use this quick form:
[Insert testimonial form link]

Thank you in advance, and I’m so grateful for your time and support.

Warmly,
[Your Name]

Email 3: Referral Request
Subject: Know Someone Who Could Use This Work?

Hi [Client First Name],

Quick question—do you know someone who might benefit from the kind of support we worked on together?

I’d love to connect with more amazing people like you, and referrals are the best compliment I could receive.

If someone comes to mind, feel free to pass along my info—or send me theirs, and I’ll reach out with care.

Thanks so much for your trust!

All the best,
[Your Name]

Email 4: Past Client Offer
Subject: A Special Thank-You Gift for Past Clients 💛

Hi [Client First Name],

As one of my valued past clients, I wanted to send you something special—a little thank-you for being part of my world.

For the next few days, you can get [insert offer: e.g., 20% off, early access, bonus session] when you [book/sign up/order] here:
[Insert link]

This is just for past clients like you, and I’d love to support you again if you’re ready for the next step.

Let me know if you have any questions!

Warm wishes,
[Your Name]

Email 5: 1—3 Month Check-In
Subject: Just Checking In — How Are You?

Hi [Client First Name],

I’ve been thinking about you and wanted to check in. How have things been going since we wrapped up our work together?

If you ever need a refresher session, support around a new goal, or just want to reconnect, I’d love to hear from you.

Here’s a link to book a catch-up call if you’d like:
[Insert booking link]

Hope all is well, and I’m sending lots of good vibes your way.

With heart,
[Your Name]


[bookmark: _heading=h.pgnwl4ic701g]Past Client Referral Request Templates

[bookmark: _heading=h.sbo5cpapxyx6]1. Warm Professional Version
Subject Line Options:
· Know someone who could use this too?
· Quick question for you…
· Your referral means the world
Hi [Client First Name],

I hope you’re doing well! I was just thinking back to our work together on [specific project/service] and how much I enjoyed supporting you. Seeing your [result/outcome] was such a highlight for me.

I wanted to reach out with a quick favor: if you know someone who could benefit from [the type of work you do—e.g., creating systems, streamlining operations, or styling for high-impact events], I’d be so grateful if you’d pass my name along.

Referrals are the highest compliment I can receive, and they allow me to help more amazing people like you. To make it easy, here’s how they can connect with me:
👉 [Insert scheduling link or contact page]

As a small thank-you, [optional incentive—e.g., a gift card, service credit, or bonus session] is available for each referral who becomes a client.

Thank you again for your trust and support—it truly means the world.

With gratitude,
[Your Name]

[bookmark: _heading=h.z665y2b7aoi1]2. Short Casual Version
Subject Line Options:
· Do you know someone I can help?
· A little favor…
· Let’s help more people together
Hi [Client First Name],

I loved working with you on [specific project/service] and seeing your results come to life. If you know anyone who could use similar support, I’d be grateful if you’d connect us.

Here’s my direct link: [Insert scheduling link/contact page].

Thanks so much for thinking of me—it means a lot!

Best,
[Your Name]

[bookmark: _heading=h.xtqy03857lly]3. Formal Version
Subject Line Options:
· Referral Request
· Invitation to Share My Services
· Do you know someone who could benefit?
Dear [Client First Name],

I trust this message finds you well. It was truly a pleasure working with you on [specific project/service], and I am delighted with the results we achieved together.

As I continue to expand my work, I would be most grateful if you could consider referring me to colleagues, friends, or contacts who may benefit from [specific type of support/service]. Referrals are invaluable to me, as they allow me to extend my services to those who may be seeking solutions similar to yours.

For convenience, referrals can connect with me directly through this link: [Insert scheduling link/contact page].

As a token of my appreciation, I would be pleased to offer [optional incentive] for any referral who becomes a client.

Thank you kindly for your trust and continued support.

Sincerely,
[Your Name]


[bookmark: _heading=h.xj86zjj8d0g7]Content Hub Publishing System (SOP)
Purpose: To ensure consistent, high-quality creation and publishing of long-form content (blog, podcast, YouTube, etc.) that serves as the central hub for all marketing efforts. This SOP outlines the step-by-step process from idea generation to distribution, so content is optimized, on-brand, and ready for repurposing.
Scope
This SOP applies to all long-form content published on the primary marketing platform. It includes outlining, drafting, editing, formatting, publishing, and initial distribution.
Roles & Responsibilities
· CEO/Business Owner: Approves content topics, provides core ideas or drafts.
· Content Writer/Copywriter: Drafts content according to outline and brand voice guidelines.
· Editor/Proofreader: Reviews for clarity, grammar, and flow.
· VA/Content Manager: Formats, adds graphics, optimizes SEO, schedules publishing, and coordinates distribution.
Tools / Systems Needed
· Google Docs or Microsoft Word (drafting)
· Content Calendar (Google Sheets, Asana, Trello, or ClickUp)
· Canva (graphic creation)
· WordPress or other CMS
· SEO Plugin (Yoast, RankMath, or equivalent)
· Email Marketing Platform (ActiveCampaign, ConvertKit, etc.)
· Social Media Scheduler (Buffer, Later, MeetEdgar, etc.)
Procedure (Step-by-Step)
1. Plan & Assign
· Review content calendar for upcoming topics.
· Assign writer and due dates for drafting, editing, and publishing.
· Confirm alignment with launches, campaigns, or seasonal themes.
2. Outline
· Writer creates a detailed outline with headings, subheadings, and key points.
· Include target keywords, SEO focus, and call-to-action.
· Submit outline to CEO/Editor for approval.
3. Draft
· Write full content based on approved outline.
· Include references, links, and examples as needed.
· Submit draft for editing.
4. Edit & Approve
· Editor reviews for accuracy, clarity, and brand voice.
· CEO provides final approval.
5. Format & Optimize
· VA uploads approved content into CMS (WordPress or equivalent).
· Apply SEO best practices.
· Format headings and subheadings.
· Create branded graphics in Canva using template.
· Insert graphics into post.
6. Publish & Distribute
6.1 Schedule post for optimal publishing day/time.
6.2 Add to email marketing platform for newsletter promotion.
6.3 Create 3–5 social media posts from the content for distribution.
6.4 Schedule posts in social media scheduler.

7. Repurpose (Optional but recommended)
· Identify repurposing opportunities (e.g., quotes for Instagram, short video for Reels, downloadable checklist).
· Assign repurposing tasks to VA or marketing team.
8. Track Performance
· VA logs analytics monthly (traffic, engagement, conversions).
· Review results quarterly to adjust strategy.

[bookmark: _heading=h.mo2dzl87fs90]Additional Notes / Tips
· Maintain a “Content Ideas” document for future topics.
· Batch-create content for efficiency.
· Keep SEO keyword research updated quarterly.
· Refresh older posts annually with updated info and links.


[bookmark: _heading=h.84s5btlzbw83]Email Marketing on Autopilot System (SOP)
Purpose
To maintain consistent, high-quality communication with subscribers through automated sequences, pre-planned campaigns, and reusable templates—ensuring the email list stays engaged and primed for offers without requiring constant manual effort.
Scope
This SOP applies to all marketing emails, including evergreen sequences, promotional campaigns, and regular newsletters. It covers planning, creation, scheduling, and delegation of email marketing tasks.
Roles & Responsibilities
· CEO/Business Owner: Approves strategy, topics, and offers; reviews key emails before scheduling
· Copywriter/Content Creator: Writes email copy in alignment with brand voice and marketing goals
· VA/Email Marketing Specialist: Formats emails, tests for errors, schedules sends, and monitors performance
· Designer (optional): Creates custom graphics or GIFs for campaigns
Tools / Systems Needed
· Email Marketing Platform (ActiveCampaign, ConvertKit, MailerLite, etc.)
· Google Docs or Word (drafting)
· Shared Content & Campaign Calendar (Google Sheets, Asana, Trello)
· Canva (graphics)
· Link tracking tool (UTM parameters or platform analytics)
Procedure (Step-by-Step)
[bookmark: _heading=h.igpa5a7ox5g8]1. Plan & Assign
· Review content and campaign calendar for upcoming launches, events, or newsletters
· Assign copywriting, formatting, and scheduling deadlines to relevant team members
[bookmark: _heading=h.ilj2uz9a2vey]2. Create Evergreen Welcome & Nurture Sequences (initial setup or quarterly review)
· Map the sequence: Welcome → Brand Story → Value Tips → Case Study → Offer
· Write each email in a conversational, on-brand tone
· Load into email platform as an automation triggered by new subscriber sign-up
· Test sequence for correct timing, links, and deliverability
[bookmark: _heading=h.dayjkdjp90a7]3. Pre-Schedule Promotional Campaigns
· Determine sequence length and key messages (teaser, open cart, urgency, last call)
· Write all emails in one batch for tone consistency
· Load into platform and set send dates/times based on campaign timeline
· Schedule reminder and follow-up emails for non-clickers or non-buyers if applicable
[bookmark: _heading=h.8ucdttrrg6nf]4. Use Newsletter Templates for Regular Sends
· Open pre-designed branded template in email platform
· Insert new content (intro, main tip/article, featured resource, CTA)
· Update links, dates, and featured images
[bookmark: _heading=h.c32g6rizh52p]5. Delegate Formatting, Testing & Scheduling
· VA loads final copy into the email platform
· VA applies template, formats for readability, and adds graphics if required
· VA sends test email to self + CEO for review
· VA fixes any errors, then schedules send for optimal time
[bookmark: _heading=h.ubg95osurwkj]6. Monitor & Report
· VA checks performance metrics (open rate, click-through rate, unsubscribes) 48–72 hours after send
· VA logs results in shared marketing metrics tracker
· CEO reviews reports monthly to adjust strategy if needed

[bookmark: _heading=h.1i8m74vttkjx]Additional Notes / Tips
· Review evergreen sequences quarterly to keep offers and links current
· Maintain a swipe file of high-performing subject lines for future use
· Segment your list to send more targeted content
· Always test emails on both desktop and mobile before sending


[bookmark: _heading=h.agqm1wj4chir]Social Media Workflow System (SOP)

Purpose
To maintain a consistent, strategic, and engaging social media presence by batching content, scheduling posts, delegating production tasks, and using analytics to guide decisions—without requiring constant daily activity from the business owner.
Scope
This SOP applies to all social media channels managed by the business, including but not limited to Facebook, Instagram, LinkedIn, Pinterest, TikTok, and YouTube. It covers planning, creation, scheduling, engagement, and performance tracking.
Roles & Responsibilities
· CEO/Business Owner: Approves strategy, themes, and final content before publishing when necessary
· Social Media Manager/VA: Creates or sources content, writes captions, researches hashtags, schedules posts, and monitors engagement
· Designer: Creates branded templates and graphics based on provided content
· Analytics Lead/VA: Compiles monthly performance reports and provides recommendations for improvement
Tools / Systems Needed
· Social Media Scheduling Tool (Buffer, Later, MeetEdgar, SocialBee, etc.)
· Canva or other design platform for graphics
· Google Sheets, Trello, Asana, or ClickUp for content calendar
· Platform-specific analytics dashboards (native or via scheduler)
· Brand voice and design guidelines

Procedure (Step-by-Step)
1. Plan & Assign
· Review overall marketing calendar for launches, events, and seasonal themes
· Identify 3–5 recurring content categories (e.g., tips, behind-the-scenes, client stories, promotions, lifestyle)
· Assign creation tasks for graphics, captions, and hashtags to team members
· 
2. Create & Batch Content
· Brainstorm post ideas for the upcoming 4–6 weeks using the content categories
· Draft captions for each post, ensuring they align with brand voice and include CTAs
· Create or source images, videos, or graphics using branded templates in Canva
· Conduct hashtag research for each platform to improve discoverability
3. Schedule Posts
· Upload content into the scheduling tool
· Assign posting dates and times based on audience insights and platform best practices
· Double-check formatting for each platform and make any necessary adjustments
· Schedule content at least two weeks in advance to maintain a buffer
4. Engage & Monitor
· Assign a team member to monitor comments, DMs, and mentions daily or on a set schedule
· Respond to audience interactions within 24–48 hours
· Flag any questions or leads for CEO follow-up if needed
5. Track & Report
· At the end of each month, export analytics from each platform or scheduler
· Track metrics including reach, engagement rate, clicks, saves, shares, and top-performing posts
· Summarize findings in a monthly report and recommend adjustments for the next cycle

[bookmark: _heading=h.erhco4kqcrv]Additional Notes / Tips
· Keep a running “content ideas” list that all team members can add to at any time
· Reuse and repurpose top-performing posts every few months using evergreen scheduling tools
· Refresh branded templates quarterly to keep content visually fresh
· Regularly update your brand voice and design guides so new team members can produce on-brand content immediately


[bookmark: _heading=h.4nl5gfikpmyd]Video & Podcast Production Workflow (SOP)
Purpose
To consistently produce professional, high-quality video and podcast content by batching recordings, delegating editing and promotional tasks, and repurposing content into multiple formats for maximum reach.
Scope
This SOP applies to all video and audio content created for the business, including podcasts, YouTube videos, live stream replays, and short-form social media clips. It covers recording, editing, repurposing, uploading, and promotion.
Roles & Responsibilities
· CEO/Business Owner: Approves topics, records episodes/videos, and provides brand voice and messaging guidelines
· Video/Audio Editor: Edits raw files, adds branding, exports final versions, and provides repurposed clips
· VA/Content Manager: Coordinates production schedule, writes show notes, creates thumbnails, uploads content, and schedules promotional posts
· Designer: Creates branded graphics and templates for thumbnails and audiograms
Tools / Systems Needed
· Recording equipment (camera, microphone, lighting)
· Recording platform (Zoom, Riverside, StreamYard, or in-person setup)
· Editing software (Adobe Premiere Pro, Final Cut Pro, Descript, Audacity)
· Hosting platform (YouTube, Vimeo, Libsyn, Buzzsprout, Anchor, etc.)
· Canva or Photoshop for thumbnails and graphics
· Content calendar for scheduling and topic planning
· Social media scheduler for promotion (Buffer, Later, MeetEdgar, SocialBee)
Procedure (Step-by-Step)
1. Plan & Schedule Recording Sessions
· Review content calendar for planned topics and formats
· Finalize talking points, scripts, or outlines for each piece
· Schedule a batch recording session (aim for at least 4–6 pieces per session)
2. Record Content
· Test equipment (camera, mic, lighting) before starting
· Record all planned episodes/videos in one block of time
· Save raw files to designated cloud storage (Google Drive, Dropbox) in clearly labeled folders
3. Edit & Brand
· Editor trims errors, removes filler words, and balances audio levels
· Add branded intro/outro, captions (if applicable), and graphics
· Export final versions in correct formats for each platform
· Deliver edited files and repurposed clips to VA
4. Repurpose Content
· Pull 30–60 second clips for Reels, TikTok, YouTube Shorts
· Create audiograms with captions for social sharing
· Extract key takeaways for blog posts, carousel graphics, or email tips
· Add repurposed items to content calendar for future scheduling
5. Package & Upload
· VA writes keyword-optimized show notes or video descriptions
· Designer or VA creates branded thumbnails
· Upload final files to hosting platforms with correct tags, categories, and links
· Schedule publication date/time
6. Promote Content
· VA creates and schedules 3–5 promotional posts per episode/video across social platforms
· Include behind-the-scenes photos, quotes, or clips to boost engagement
· Schedule an email newsletter announcing the release
7. Track Performance
· VA pulls monthly analytics from hosting platforms and social media
· Track views, downloads, engagement rate, and click-through rate
· Share monthly report with CEO to guide future content decisions


[bookmark: _heading=h.hmdvynxjvy02]Additional Notes / Tips
· Always keep a backup of raw and edited files in cloud storage
· Refresh branded intros/outros quarterly or when rebranding
· Review analytics to determine best-performing formats and topics for future episodes
· Maintain a running “ideas list” for upcoming recordings


[bookmark: _heading=h.rvo7piajw02g]Repurposing Engine Workflow  (SOP)
Purpose
To maximize the value of every core piece of content by systematically transforming it into multiple formats and distributing it across various platforms, increasing reach, visibility, and engagement without increasing workload.
Scope
This SOP applies to all cornerstone content such as blog posts, videos, podcast episodes, and webinars. It covers identifying repurposing opportunities, creating derivative content, and scheduling distribution.
Roles & Responsibilities
· CEO/Business Owner: Approves core content topics and final versions of key assets if needed
· Content Manager/VA: Extracts content elements, writes captions, and schedules posts
· Designer: Creates branded graphics, checklists, carousels, and other visual assets
· Video/Audio Editor: Creates clips, reels, and audiograms from longer content
· Copywriter (optional): Refines copy for newsletters, social captions, and downloadable resources
Tools / Systems Needed
· Content Calendar (Google Sheets, Asana, Trello, ClickUp)
· Canva for graphic creation
· Social media scheduling tool (Buffer, Later, MeetEdgar, SocialBee)
· Email marketing platform (ActiveCampaign, ConvertKit, MailerLite)
· Video editing software (Adobe Premiere Pro, Descript, Final Cut Pro)
· Podcast editing software (Audacity, Descript)
· File storage (Google Drive, Dropbox)

Procedure (Step-by-Step)
1. Identify Core Content
· Select a piece of cornerstone content (blog post, podcast episode, video, or webinar)
· Confirm that the topic aligns with current marketing goals and audience needs
2. Extract Key Points & Assets
· Identify 3–5 main ideas, tips, or quotes that can stand alone
· Highlight any visual or audio elements that can be repurposed
· Save all source files in a labeled project folder for easy access
3. Create Repurposed Content Formats
· Social media posts: Write captions for 3–5 posts and pair with branded graphics
· Email newsletter: Summarize key points, link to the original content, and add a call-to-action
· Short-form video: Edit 30–60 second clips for Reels, TikTok, or YouTube Shorts
· Podcast integration: Use the topic for a standalone episode or a segment
· Downloadable resource: Turn action steps into a checklist, cheat sheet, or template
4. Design & Brand Assets
· Create graphics and layouts in Canva using approved templates
· Ensure all visuals match brand colors, fonts, and style guidelines
5. Schedule & Distribute
· Load all repurposed content into the social media scheduler with staggered publishing dates
· Schedule the email newsletter in the email platform
· Upload short videos to the appropriate platforms with relevant captions and hashtags
6. Track Performance
· Monitor engagement metrics for each repurposed format (views, clicks, shares, saves)
· Record results in the content performance tracker
· Adjust future repurposing strategies based on what formats and topics perform best

[bookmark: _heading=h.u6snfy2mnd4c]Additional Notes / Tips
· Always include a call-to-action in repurposed content to drive traffic or engagement
· 
· Revisit high-performing cornerstone content quarterly to create fresh derivatives
· 
· Maintain a library of past repurposed assets for easy reuse in the future
· 
· Keep all repurposing tasks in the content calendar to maintain consistency


[bookmark: _heading=h.ypajgsmi09pf]Building Your Dream Team Worksheet
Objective: Identify the roles, responsibilities, and systems needed to assemble a team that supports your business growth, reduces your workload, and allows you to operate in your zone of genius.

Step 1: Define Your Vision for Support
What is your ultimate goal for having a team? (Check all that apply)
[ ] Reduce workload
[ ] Focus on high-value activities
[ ] Expand services or products
[ ] Increase revenue
[ ] Improve client experience
[ ] Create more personal time
Other: __________________________________________

Step 2: List Your Current Tasks
List the main tasks you handle each week and mark which could be delegated, automated, or kept for yourself.
Task
Frequency
Keep
Delegate
Automate
Notes


Step 3: Identify Key Roles You Need
Think about the skills and responsibilities that would free you up the most.
Role
Primary Responsibilities
Hours Needed (per week)
Skills/Tools Required

Step 4: Determine Your Hiring Priorities
Rank the roles you need to fill in order of importance.
1. _______________________________
2. _______________________________
3. _______________________________

Step 5: Define Your Budget
How much can you invest in team support right now?
Monthly Budget: $_____________
Will you hire:
[ ] Employees
[ ] Independent Contractors/Freelancers
[ ] Combination

Step 6: Establish Your Onboarding Process
What systems, SOPs, and tools will you have ready for new team members?
Project Management Tool: ___________________________
Communication Method: ___________________________
Access to Files/Resources: _________________________
Training Materials/SOPs Ready: [ ] Yes [ ] No

Step 7: Plan for Growth
What future roles might you add as your business expands?
____________________________________________________
____________________________________________________

Reflection:
- Which role will have the most immediate impact on freeing your time?
- What is one step you can take this week toward finding that person?


[bookmark: _heading=h.tatwplnx6rjm]Strategic Delegation Worksheet
Objective: Identify the tasks that can and should be delegated to free up your time, protect your energy, and allow you to focus on the high-value work only you can do.
Step 1: List Your Regular Tasks
Write down everything you do in your business on a weekly or monthly basis.
Task
Frequency
Estimated Time Spent
Notes

Step 2: Ask Yourself Key Questions for Each Task
For every task you listed, answer:
- Does this drain my energy?
- Does this take too long?
- Would I never miss doing it again?
- Is this something only I can do?
Mark your answers clearly—this will help you spot the best candidates for delegation.

Step 3: Identify First-Batch Delegation Tasks
From your list above, highlight the tasks you’d happily release to someone else. These are your first priorities for delegation.
Task
Reason for Delegating
Ideal Skillset Needed
Notes

Step 4: Common Delegation Starting Points
Review this list for ideas—check any that apply to you:
[ ] Inbox and calendar management
[ ] Social media scheduling
[ ] Podcast editing
[ ] Blog formatting
[ ] Client onboarding and admin
[ ] Payment tracking and invoicing
[ ] Simple graphic design or video editing
Other: __________________________________________

Step 5: Action Plan
1. Which task will you delegate first? _______________________________
2. Who could take this on? (Existing team, freelancer, agency) _______________________________
3. What systems, SOPs, or training will they need? _______________________________
4. When will you start the handoff? _______________________________


[bookmark: _heading=h.mevkqhtg4gqw]Finance & Bookkeeping System (SOP)
Purpose
To manage business finances efficiently, ensure accurate tracking of income and expenses, maintain compliance with tax requirements, and provide clear, timely financial insights for decision-making.
Scope
This SOP applies to all financial activities, including payment processing, invoicing, expense tracking, bookkeeping, and financial reporting.
Roles & Responsibilities
CEO/Business Owner: Approves financial goals, reviews monthly reports, and makes strategic decisions based on data
VA or Financial Assistant: Sends invoices, monitors payments, prepares summaries, and communicates with clients regarding billing
Bookkeeper: Reconciles accounts, categorizes transactions, generates reports, and prepares financial statements
CPA or Tax Professional: Advises on compliance, prepares and files taxes, and provides strategic tax planning
Tools / Systems Needed
Payment processors (Stripe, PayPal Business, Square, etc.)
Invoicing/checkout platforms (ThriveCart, Spiffy, SamCart, Dubsado)
Bookkeeping software (QuickBooks, Wave, FreshBooks)
Cloud storage for receipts and records (Google Drive, Dropbox)
Financial dashboard tool (Google Sheets, Airtable, Fathom, LivePlan)
Automation tools (Zapier) for payment follow-ups and task creation

Procedure (Step-by-Step)
1. Payment Processing
· Set up online payment options for credit/debit card transactions
· Enable payment plans or recurring billing where applicable
· Integrate payment processor with checkout or CRM platform
· Ensure automated receipts and reminders are enabled
2. Invoicing & Collections
· VA sends invoices according to agreed billing schedule
· Platform sends automatic reminders before payment due date
· Retry failed payments automatically up to three times
· VA follows up on unresolved payments after retries
3. Expense Tracking
· Connect bookkeeping software to bank and credit card accounts
· Categorize expenses weekly or biweekly
· Store receipts digitally in cloud storage by month and category
4. Bookkeeping
· Bookkeeper reconciles all accounts monthly
· Generate Profit & Loss (P&L) and Balance Sheet reports monthly
· Track tax-deductible expenses
· Maintain updated chart of accounts for accuracy
5. Financial Reporting
· VA or bookkeeper prepares monthly “Money Snapshot” including:
· - Monthly recurring revenue (MRR)
· - Total income and expenses
· - Profit margin percentage
· - Top income-generating offers or services
· - Payment success and failure rates
· CEO reviews report for strategic decisions
6. Financial Dashboard
· Maintain dashboard tracking income goals vs. actuals, revenue sources, expenses, and profit percentage
· Review dashboard weekly or monthly with team
7. Delegation & Coordination
· VA coordinates between CEO, bookkeeper, and CPA for smooth operations
· Ensure all financial deadlines (invoices, reports, tax filings) are met
8. Compliance & Tax Prep
· CPA or tax professional reviews records quarterly
· Prepare and file taxes according to legal requirements
· Store tax returns and related documentation in secure cloud storage

Additional Notes / Tips
· Schedule a monthly finance review meeting with your bookkeeper and/or VA
· Keep personal and business finances completely separate
· Review subscriptions and recurring expenses quarterly to reduce unnecessary costs
· Set aside a percentage of all income for taxes and savings


[bookmark: _heading=h.qd3p1w3nui9i]Simple Financial Dashboard Worksheet

Objective: Create an at-a-glance view of your business finances so you can make proactive decisions based on real numbers, not guesswork.
Step 1: Monthly Financial Overview
Fill in for the current month.
Metric
Goal
Actual
Notes/Insights
Monthly Income
$__________
$__________

Monthly Expenses
$__________
$__________

Profit (Income – Expenses)
$__________
$__________

Profit Margin (%)
______%
______%

Cash on Hand
$__________
$__________

Step 2: Revenue by Product or Service
List each offer and track the revenue it generated this month.
Product/Service
Revenue Generated
% of Total Revenue

$__________
______%

$__________
______%

$__________
______%

Step 3: Key Expenses & Subscriptions
Identify the top expenses to monitor and evaluate regularly.
Expense/Subscription
Monthly Cost
Notes (Keep, Reduce, Eliminate)

$__________


$__________


$__________

Step 4: Client Payment Status
Track current client invoices and their status.
Client
Amount
Status (Paid, Pending, Overdue)
Follow-Up Needed

$______



$______



$______


Step 5: Action Items
What’s one area you can improve financially next month?
_________________________________________________________
_________________________________________________________
What expense can you reduce or eliminate?
_________________________________________________________
_________________________________________________________
Where can you increase revenue based on this data?
_________________________________________________________
_________________________________________________________


[bookmark: _heading=h.cykwq5gq28cr]Plan, Track, Lead Worksheet
Objective: Create a clear framework for setting vision-driven goals, tracking progress, and leading your business with focus and purpose.
Step 1: Vision-Driven Planning
Where do I want my business to be in 12 months?
_________________________________________________________
_________________________________________________________
Where do I want my business to be in three years?
_________________________________________________________
_________________________________________________________
What kind of lifestyle do I want my business to support?
_________________________________________________________
_________________________________________________________
How much time do I want to work each week? ________ hours
How much do I want to earn annually? $__________
What kind of impact do I want to have?
_________________________________________________________
_________________________________________________________
Step 2: Quarterly Goals
Break your year into 90-day sprints. List up to three big goals for this quarter:
Goal
Why It Matters
Key Projects
Who’s Responsible
Deadline



Step 3: Annual Review & Planning
What worked last year?
_________________________________________________________
_________________________________________________________
What didn’t work?
_________________________________________________________
_________________________________________________________
My guiding word or theme for the year: ___________________
Things to stop doing:
_________________________________________________________
_________________________________________________________

Step 4: CEO Dashboard Metrics
List the metrics that matter most to your business.
Metric
Goal
Current
Notes/Insights


Step 5: KPIs to Track This Quarter
Choose no more than 5–7.
KPI
Goal
Tracking Method
Review Frequency


Step 6: CEO Time Schedule
Weekly CEO Hour: ___________________________ (Day/Time)
Monthly Deep Dive: _________________________ (Day/Time)
Quarterly Planning Day: _____________________ (Date)
Annual CEO Retreat: _________________________ (Date)




[bookmark: _heading=h.7e1tx6gizj9a]Contracts and Compliance Worksheet
Objective: Ensure your business is legally protected, compliant, and ready to handle potential disputes, so you can operate with confidence and peace of mind.
Step 1: Legal Foundations Check
Review your current legal documents and mark their status:
Document
Do You Have It? (Y/N)
Last Updated
Notes/Actions Needed

· Client Service Agreement
· Program/Package Contracts
· NDAs (Non-Disclosure Agreements)
· Website Privacy Policy
· Website Terms of Service
· Refund Policy
· Subcontractor/Team Agreements
· Copyright/Trademark Registrations

Step 2: Contract Essentials Checklist
Does each of your contracts:
Clearly define scope, timelines, and deliverables? [ ] Yes [ ] No
State payment terms and refund policies? [ ] Yes [ ] No
Protect your intellectual property? [ ] Yes [ ] No
Explain what happens if a client cancels or doesn’t pay? [ ] Yes [ ] No
Include dispute resolution steps? [ ] Yes [ ] No

Step 3: Compliance Audit
Check for key compliance requirements:
GDPR compliant for EU clients? [ ] Yes [ ] No
CAN-SPAM compliant for email marketing? [ ] Yes [ ] No
Website and content accessible per ADA guidelines? [ ] Yes [ ] No
Notes:
_________________________________________________________
_________________________________________________________

Step 4: Protect Your Content & Brand
List the main assets you need to secure and how you will protect them:
Asset
Protection Method (Copyright, Trademark, Watermark, etc.)
Notes

Step 5: Create a Legal Toolkit
List the key documents and resources you’ll keep in your “Protect & Peace” folder:
_________________________________________________________
_________________________________________________________

Step 6: Legal Support Contacts
List your go-to legal professional(s) and their contact information:
Name
Specialty
Contact Info
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