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COACHING RESOURCE OUTLINE 

Establishing and Growing a Coaching Practice 

Note: Any reference in this document to any person, or organization, or activities, products, or services 
related to such person or organization, or any linkages from this document to the web site of another 
party, do not constitute or imply the endorsement, recommendation, or favoring by the ICF North Florida 
Chapter or any of its officers or members acting on its behalf. 
 

1. Formation / Legal Organizational Structure  

a. Determine business structure. Note that how the business is established impacts the 

type of taxes that are paid, which can also vary by state. Talk with an accountant. 

The basic business entities are:  

i. Limited Liability Company (LLC), single-member or multi-member 
ii. Limited Liability Partnership (LLP) or General Partnership (GP) 

iii. C Corporation including Professional Corporation (some states require 
attorneys, accountants and doctors, for example, to be a Professional 
Corporation) 

iv. S-Corp (not a stand-alone entity but how taxation is applied) 

v. Sole Proprietor (use this initially to see if coaching is the career you want) 

b. Location of practice (e.g., state, locality) 

c. Determine business name, check availability, purchase a domain name, and register 

dba, if applicable)  

d. In Florida, businesses are registered with SunBiz.org.  This is required each year to 

remain in good standing 

 

2. Insurance (professional liability, general liability if you coach in person at your office or home,   

in some cases errors & omissions is requested by corporate clients) 

a. ICF has a list of insurance brokers 

b. Other providers – if you use a firm such as “State Farm” or “All State” you do not have 

the ability to shop for lowest rate as you would with an insurance broker 

 

3. Administrative Resources / Tools 

a. QuickBooks (or other accounting software with double entry book keeping) for 

managing receivables, payables, etc. (Assets = Liabilities + Equity) 

b. P2P / B2B payment apps (e.g.,  PayPal, Square, Stripe) 

c. P2P payment apps such as Venmo and Zelle can be used, however be aware they were 

not set up for business transactions and have less security than PayPal, Square, etc.  

d. Bank account and credit card in organization name 

e. Calendly, Acuity (or another calendar synching app) 

f. ICF Global Website for guidelines and training  

g. Establish a budget – some tools will have annual fees; others will have monthly charges.  

h. Financial performance measures (e.g., ROI aka, return on investment) 

i. Hire an accountant or accounting firm 
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4. Marketing & Business Development  

(Note that these have been called out by veteran and accomplished coaches as a gap in 

coaching programs. The associated skills are sometimes viewed as at odds with coaching skill 

sets and being authentic. Discussed at WBECS sessions) 

a. Marketing includes building brand awareness, promoting the service, and generating 

qualified leads – it is the process of reaching your customer to offer a solution to their 

problem 

b. Define your unique value proposition.  What makes you unique? What do you do 

differently than others offering a similar service?  Why hire you? 

c. Understand your value proposition, i.e., law of value (not Karl Marx’s): worth as a coach 

is (=) the value to your clients is greater than the payment you take from them 

d. Ask and remember: What business am I really in? What am I truly passionate about? 

e. Develop the hard skills / business acumen:  Marketing, Sales, Accounting, Website, 

Support Systems, Time Management.  Build and follow processes for your business. Tip: 

Focus on your area of expertise or of interest. Hire someone to do the other parts; for 

example, accounting or technology; rather than spending time to learn HOW to do 

something, think WHO can do it (from Russell Brunson of ClickFunnels) 

f. Selling is the action of converting a Lead to a Client (money is exchanged) 

g. Selling is a 2-part process: 1) selling you to you; 2) selling you to others 

h. Establish a niche / identify your ideal client. (Riches are in the niches) 

i. Network in one’s niche / environment – propagate word of mouth 

i. Networking is Building Relationships    

ii. Networking is not selling; it is not collecting business cards 

j. At networking events, focus only on two or three people per event and leave having 

scheduled a follow up meeting with each new contact 

i. Be curious and ask more than you talk to build a relationship 

ii. People may not remember your name or what you do, but they will remember 

how you made them feel 

k. In conversations, ask coaching (open/powerful) questions in social settings / 

conversations - without hard selling coaching 

l. Coach in appropriate circles – “Fish where the fish swim” 

m. Ask for referrals  

n. Write / publish via social media, blogs/vlogs, venues on the topic of coaching 

i. Keep your ideal client in mind and bring useful information to them 

ii. Become known by the type of coaching you provide (and to whom) 

o. Introduce coaching where you can 

p. Create situations to spread your own word:  Find speaking engagements 

q. Ask for testimonials (structured and deliberate; veterans recommend a structured form) 

r. Grow your email list; this list is your most valuable asset 

s. Website (alone, will do nothing for you in developing business) 

i. Include an opt-in to gather email addresses 
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ii. The information should be primarily about your client and his/her problem, not 

all about you and your qualifications 

t. Advertising:  

i. Hard copy or online via publications  

ii. Organizational bulletins (e.g., religious community weekly /periodic bulletins)  

iii. Sponsoring local events 

iv. Apply to speak at conferences and learn to “sell from the stage” 

v. Social Media that is suitable for your target client (Facebook, LinkedIn, 

Instagram) 

vi. Word of mouth  

u. Give presentations/webinars 

  

5. Sustaining the Practice 

Track & measure your activity. Set KPIs. KPIs should not be things you cannot control (e.g., how 
many speaking gigs did you book, which is dependent on someone saying yes). Rather, focus on 
your activity (how many phone calls you made to ask for speaking opportunity). Another 
example:  How many connections are you making each month? Or how many blogs are your 
writing? It is important to track the activity, not just the results. 

a. Emphasize the process of coaching  

b. Stay coached as a coach / seek mentoring or coaching 

c. Keep the ICF  competencies and Ethics at all times 

d. Follow up, Follow up, Follow up 

e. Maintain your processes; improve as you grow 

f. Charge at the appropriate value of the coaching process (tendency is to undervalue 

oneself and will value coaching more when you value it by charging a fee) 

i. What is the issue costing the client? 

ii. How long will the client have the issue with or without coaching? 

iii. What’s the enormity of the problem? 

iv. Market Comp reference 

v. No pro bono coaching (charge something, as the client needs to be invested in 

the process) 

g. Trust in your own capacity 

h. Attend workshops 

i. Dare to be you 

j. Never give up 
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APPENDIX 

(of resources and sources) 

 

 
Building a Coaching Business  
 
7 Steps To Build A Thriving Online Coaching Business In 2019 - Forbes - Ignacio Perez - Jan 29, 2019,  
https://www.forbes.com/sites/ignacioperez/2019/01/29/7-steps-to-build-a-thriving-online-coaching-

business-in-2019/#228d23b120c5   

How To Build A Coaching Business. 
(Free resources) 

• Build A Coaching Business Based On Your Values. This has to be your starting point…clearly 
articulating what is important to you and what is ... 

• Making A Difference. 

• Your Desired Outcomes. 

• Your Target Market. 

• Competitors. 
https://www.personal-coaching-information.com/build-a-coaching-business.html   

Marketing Methods For Coaches 
https://www.personal-coaching-information.com/marketing-methods-for-coaches.html  

Small Business Plan Template 
https://www.personal-coaching-information.com/small-business-plan-template.html  

Business And Life Coaching Fees 
https://www.personal-coaching-information.com/life-coaching-fees.html 
 
How to Start a Home-Based Coaching Business 
https://www.thebalancesmb.com/how-to-start-a-coaching-business-1794520 
 

 
Business Development 
 
Jamie Smart 
www.JamieSmart.com 
 
The Profitable Coaches Scorecard 
Description 

Product description 

In Jamie Smart’s book, The Profitable Coaches Scorecard, he explores the key multipliers that you need 
in order to enjoy growing your professional practice, have an even bigger impact on your clients, and 
start experiencing the sort of success that you want in your life and in the world. Reading this book will 
inspire you to take the next step as you learn and grow through your own transformation as a 
professional.  

https://www.forbes.com/sites/ignacioperez/
https://www.forbes.com/sites/ignacioperez/2019/01/29/7-steps-to-build-a-thriving-online-coaching-business-in-2019/#228d23b120c5
https://www.forbes.com/sites/ignacioperez/2019/01/29/7-steps-to-build-a-thriving-online-coaching-business-in-2019/#228d23b120c5
https://www.personal-coaching-information.com/build-a-coaching-business.html
https://www.personal-coaching-information.com/marketing-methods-for-coaches.html
https://www.personal-coaching-information.com/small-business-plan-template.html
https://www.personal-coaching-information.com/life-coaching-fees.html
https://www.thebalancesmb.com/how-to-start-a-coaching-business-1794520
https://www.amazon.com/gp/aw/s/ref=mapp_dp_a_s?ie=UTF8&i=books&k=Jamie+Smart
http://www.jamiesmart.com/
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In the book, Jamie explains that the results of your own transformation – who you are and how you’re 
showing up in the world - are the most powerful thing you have to share with your clients and grow your 
practice. His book will help you navigates this process of becoming a transformation professional who’s 
having an exponential impact in the world. 
 
About the Author 

Jamie Smart is a number 1 bestselling author, speaker and executive coach. He shows individuals and 
organizations the unexpected keys to clarity; the ultimate leverage point for creating more time, better 
decisions and meaningful results. His books CLARITY: Clear Mind, Better Performance, Bigger Results 
and The Little Book of Clarity have been read by over 50,000 people. His latest book, RESULTS: Think 
Less, Achieve More was released in 2016 and immediately became a Sunday Times Business Bestseller.  
 
 
Jayne Warrilow 
http://jaynewarrilow.com/founder.html  
 
The Profitable Coach: How To Double The Profits From Your Coaching Business While Making A 
Meaningful Impact In The World 
 
Description 
For coaches looking to build a profitable coaching business while increasing income and impact for both 
you (as the coach) and your clients. 
In today’s fast-moving marketplace many coaches are struggling to earn enough money from their 
coaching to survive.  
It is time for a change. 
 
Product Details 
 • Publication date: May 31, 2018 
 • Language: English 
 • ASIN: B07DGPPH7P 
 • Amazon.com Sales Rank: 1159765 
 
About the author 
Follow the author to get new release updates and improved recommendations. 
 
Wolf Management Consultants - COACHING: ONE-ON-ONE BUSINESS DEVELOPMENT COACHING 
https://www.wolfmotivation.com/programs/coaching-one-on-one-business-development-coaching  
 

 
Calendar Management 
 
Calendly - Online appointment scheduling software  
https://calendly.com   

 

 
 
 

http://jaynewarrilow.com/founder.html
https://www.wolfmotivation.com/programs/coaching-one-on-one-business-development-coaching
https://calendly.com/
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Coaching  
 
David Clutterbuck - Seven Coaching Conversations  
https://www.davidclutterbuckpartnership.com/wp-content/uploads/Seven-coaching-conversations.pdf 
 
 The coaching conversation is actually seven conversations:  
1. My dialogue with myself before the session  
2. The client's inner dialogue before the session  
3. My inner dialogue during the conversation  
4. The spoken dialogue  
5. The client's inner dialogue during the conversation  
6. My reflection after the conversation  
7. The client's reflection after the conversation  
 
The Coaching Tools Company - Ready-to-use Free Coaching Tools, Exercises, Forms and Templates. The 
world needs coaches. The world needs you! 
https://www.thecoachingtoolscompany.com/free_coaching_tools/  

 

 
Formation  
 
Florida Small Business Development Center at the University of North Florida (Florida SBDC at UNF) 
Starting a Business – Six Part Video Series 
https://www.sbdc.unf.edu/startup-assistance/  
 
Should You Form An LLC Or An S-Corp, And What's The Difference? 
https://www.forbes.com/sites/forbesnycouncil/2018/05/29/should-you-form-an-llc-or-an-s-corp-and-

whats-the-difference/#1681f586f649 

https://www.quora.com/Whats-the-difference-between-an-LLC-and-an-S-corp 

How to Form an LLC in Florida 
1. Choose a name for your LLC. 

2. Appoint a registered agent. 

3. File articles of organization. 

4. Prepare an operating agreement. 

5. Comply with tax and regulatory requirements. 

6. File annual reports. 

https://www.nolo.com/legal-encyclopedia/florida-form-llc-31897.html 

LLC, S-Corp Illustrations 
https://www.google.com/search?tbm=isch&sxsrf=ACYBGNS5TQklzPB6yTjxtyc5AJQMUgC7pg:157929379

4671&q=s+corporation&chips=q:s+corporation,g_1:llc:Dpzuk0M7Bgs%3D&usg=AI4_-

kTU_c4JiheIDpH7juSQ25QqLDbEdg&sa=X&ved=0ahUKEwi5gYLtv4vnAhWCjVkKHR5GCKkQ4lYIMCgD&bi

w=1440&bih=789&dpr=2#imgrc=jtHdQ_u4p6cOjM: 

https://www.davidclutterbuckpartnership.com/wp-content/uploads/Seven-coaching-conversations.pdf
https://www.thecoachingtoolscompany.com/free_coaching_tools/
https://www.sbdc.unf.edu/startup-assistance/
https://www.forbes.com/sites/forbesnycouncil/2018/05/29/should-you-form-an-llc-or-an-s-corp-and-whats-the-difference/#1681f586f649
https://www.forbes.com/sites/forbesnycouncil/2018/05/29/should-you-form-an-llc-or-an-s-corp-and-whats-the-difference/#1681f586f649
https://www.quora.com/Whats-the-difference-between-an-LLC-and-an-S-corp
https://www.nolo.com/legal-encyclopedia/florida-form-llc-31897.html
https://www.google.com/search?tbm=isch&sxsrf=ACYBGNS5TQklzPB6yTjxtyc5AJQMUgC7pg:1579293794671&q=s+corporation&chips=q:s+corporation,g_1:llc:Dpzuk0M7Bgs%3D&usg=AI4_-kTU_c4JiheIDpH7juSQ25QqLDbEdg&sa=X&ved=0ahUKEwi5gYLtv4vnAhWCjVkKHR5GCKkQ4lYIMCgD&biw=1440&bih=789&dpr=2#imgrc=jtHdQ_u4p6cOjM:
https://www.google.com/search?tbm=isch&sxsrf=ACYBGNS5TQklzPB6yTjxtyc5AJQMUgC7pg:1579293794671&q=s+corporation&chips=q:s+corporation,g_1:llc:Dpzuk0M7Bgs%3D&usg=AI4_-kTU_c4JiheIDpH7juSQ25QqLDbEdg&sa=X&ved=0ahUKEwi5gYLtv4vnAhWCjVkKHR5GCKkQ4lYIMCgD&biw=1440&bih=789&dpr=2#imgrc=jtHdQ_u4p6cOjM:
https://www.google.com/search?tbm=isch&sxsrf=ACYBGNS5TQklzPB6yTjxtyc5AJQMUgC7pg:1579293794671&q=s+corporation&chips=q:s+corporation,g_1:llc:Dpzuk0M7Bgs%3D&usg=AI4_-kTU_c4JiheIDpH7juSQ25QqLDbEdg&sa=X&ved=0ahUKEwi5gYLtv4vnAhWCjVkKHR5GCKkQ4lYIMCgD&biw=1440&bih=789&dpr=2#imgrc=jtHdQ_u4p6cOjM:
https://www.google.com/search?tbm=isch&sxsrf=ACYBGNS5TQklzPB6yTjxtyc5AJQMUgC7pg:1579293794671&q=s+corporation&chips=q:s+corporation,g_1:llc:Dpzuk0M7Bgs%3D&usg=AI4_-kTU_c4JiheIDpH7juSQ25QqLDbEdg&sa=X&ved=0ahUKEwi5gYLtv4vnAhWCjVkKHR5GCKkQ4lYIMCgD&biw=1440&bih=789&dpr=2#imgrc=jtHdQ_u4p6cOjM:
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https://qph.fs.quoracdn.net/main-qimg-058c3bd6c7aa866999e1fa30cee7caf3  

https://dos.myflorida.com/sunbiz/forms/limited-liability-company/ 

https://howtostartanllc.com/florida-llc 

 

 
ICF Resources  

• https://coachfederation.org/why-icf  

• https://coachfederation.org/core-competencies  

ICF Business Development Series 
ICF’s popular Business Development Series (BDS) will return in early 2020 with more opportunities for 
virtual learning and networking than ever before! 
https://coachfederation.org/events/business-development-series   

 

The Gold Standard in Coaching | ICF - Business Development 

Series - The Gold Standard in Coaching | ICF - International Coach 

Federation 

Business Development Series. The ICF Business Development 

Series (BDS) is a virtual series designed specifically to help you 

build, sustain, and expand a successful coaching practice. 

coachfederation.org 

  
The ICF Business Development Series (BDS) is a virtual series designed specifically to help you build, 
sustain, and expand a successful coaching practice. Now in its fifth edition, the 2020 BDS is the most 
extensive virtual event on business development in ICF history. Attend BDS to learn how to build your 
brand, tools, business and platform with live webinars, year-round OnDemand content, and peer 
accountability groups to keep you motivated. 
  

• Build Your Brand—To have a successful coaching business, you first need to build your brand. 
Who are you as a coach? What niche can you serve? How are you unique in what you can offer? 

• Build Your Tools—Successful coaches need great tools to get their message out to their clients. 
Learn how to create your brand identity, and how to build a great website, and tell your story. 

• Build Your Business—To get clients, they must find value in what you do. How do you articulate 
the impact of coaching? How do you make the sale without ‘selling’? And every successful 
business needs a business plan, where do you start? 

• Build Your Platform—Successful coaches are more than coaches, they are thought leaders and 
are able to diversify beyond 1-to-1 coaching. How do you create a platform for yourself and how 
can you branch out with your business? 

  

https://qph.fs.quoracdn.net/main-qimg-058c3bd6c7aa866999e1fa30cee7caf3
https://dos.myflorida.com/sunbiz/forms/limited-liability-company/
https://howtostartanllc.com/florida-llc
https://coachfederation.org/why-icf
https://coachfederation.org/core-competencies
https://coachfederation.org/events/business-development-series
https://coachfederation.org/events/business-development-series
https://coachfederation.org/events/business-development-series
https://coachfederation.org/events/business-development-series
https://coachfederation.org/events/business-development-series
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The 2020 ICF Business Development Series registration offers inventory-based pricing. Tier 3 pricing is 
still available for this event. 
  

• ICF Global Member Price: $300 USD 
• Non-Member Price: $550 USD 

 
 

 
Marketing 
 
Autopilot Your Business 
http://www.autopilotyourbusiness.com/4-marketing-tips-for-coaches-save-your-sanity-your-business/ 
 
“Building a StoryBrand: Clarify Your Message So Customers Will Listen” 
https://www.amazon.com/gp/product/B06XFJ2JGR/ref=ppx_yo_dt_b_d_asin_title_o00?ie=UTF8&psc=1 
by Donald Miller  

Center for Coaching Certification 
https://www.coachcert.com/coachingblog/marketing-plan-outline-for-a-coaching-business/ 
 
Christian Coaching Center 
http://www.christiancoachingcenter.org/index.php/2013/07/a-marketing-plan-for-your-coaching-
business-by-tony-stoltzfus/ 
 
ClickFunnels – Russell Brunson 
https://www.clickfunnels.com/ 

Coach Pony 
https://coachpony.com/market-your-coaching-business/ 
 
Life Coaching Professionally 
https://www.lifecoachingprofessionally.com/marketing-ideas.html 
 
Magnetic Marketing, How to attract a flood of new customers that Pay, Stay, and Refer, by Dan S. 

Kennedy. 

Rich Fettke 
https://www.fettke.com/50-great-marketing-ideas-for-coaches/ 
 
TED Talk on Marketing  
https://m.youtube.com/watch?v=AN-41JjIPEg 

 

 
 
 
 
 

http://www.autopilotyourbusiness.com/4-marketing-tips-for-coaches-save-your-sanity-your-business/
https://www.amazon.com/gp/product/B06XFJ2JGR/ref=ppx_yo_dt_b_d_asin_title_o00?ie=UTF8&psc=1
https://www.coachcert.com/coachingblog/marketing-plan-outline-for-a-coaching-business/
http://www.christiancoachingcenter.org/index.php/2013/07/a-marketing-plan-for-your-coaching-business-by-tony-stoltzfus/
http://www.christiancoachingcenter.org/index.php/2013/07/a-marketing-plan-for-your-coaching-business-by-tony-stoltzfus/
https://www.clickfunnels.com/
https://coachpony.com/market-your-coaching-business/
https://www.lifecoachingprofessionally.com/marketing-ideas.html
https://www.fettke.com/50-great-marketing-ideas-for-coaches/
https://m.youtube.com/watch?v=AN-41JjIPEg
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WBECS (World Business & Executive Coach Summit) 
 
https://www.wbecs.com/wbecs19/welcome/ 

https://www.wbecs.com/wbecs2018/become-partner/ 

 

WBECS Roundtables (noteworthy): 

• “Building the Coaching Business” (Hosted by Lissa Qualls, January 2020);  

• “Back to the Future! How do you see yourself in 3,4, or 5 years from now?” (Hosted by Irene 

Giovanna Ricotta, January 2020)  

 

WBECS Summit Sessions (noteworthy): 

• “How To Grow Your Coaching Business,” Simon Alexander Ong 

• “Advancing Women’s Leadership through Coaching,” Tara Mohr 

• “Rethinking Peak Performance in a Digital World,” Camille Preston 

• “My Blogging Journey - Opportunities and Pitfalls,” Anne Sugar 

• “Measuring Coaching Success,” Karen Cappello 

• “Leading with an Innovative Mindset,” Maya Hu-Chan 

 

 

 

 

https://www.wbecs.com/wbecs19/welcome/
https://www.wbecs.com/wbecs2018/become-partner/
https://www.wbecs.com/wbecs19/presenter/simon-alexander-ong/?tab=full_smmt_1386
https://www.wbecs.com/wbecs19/presenter/simon-alexander-ong/?tab=bio

