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Copyright Notice 
 
Copyright © NAMS, Inc.  All rights reserved worldwide. 

No part of this material may be used, reproduced, distributed or transmitted in any 

form and by any means whatsoever, including without limitation photocopying, 

recording or other electronic or mechanical methods or by any information storage and 

retrieval system, without the prior written permission from the author, except for brief 

excepts in a review. 

This material is intended to provide general information only.  Neither the author nor 

publisher provide any legal or other professional advice.  If you need professional 

advice, you should seek advice from the appropriate licensed professional.  This 

material does not provide complete information on the subject matter covered.  This 

material is not intended to address specific requirements, either for an individual or an 

organization.   

This material is intended to be used only as a general guide, and not as a sole source of 

information on the subject matter.  While the author has undertaken diligent efforts to 

ensure accuracy, there is no guarantee of accuracy or of no errors, omissions or 

typographical errors.  Any slights of people or organizations are unintentional.   

Any reference to any person or organization whether living or dead is purely 

coincidental.  The author and publisher shall have no liability or responsibility to any 

person or entity and hereby disclaim all liability, including without limitation, liability for 

consequential damages regarding any claim, loss or damage that may be incurred, or 

alleged to have been incurred, directly or indirectly, arising out of the information 

provided in this material.  
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Use this calendar to keep you on track of making your clients love you! It is 

printer friendly and fillable on your computer. 

 

Week 1  

Monday 

Review your workbook and continue to complete it. 

Review your current processes for keeping clients happy. 

 

 

 

 

 

 

 

Review your processes for getting prospects to know, like and trust you. 
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Tuesday 

How do you currently praise your clients and customers? 

 

 

 

 

Brainstorm new ways you can genuinely praise your clients and customers: 

 

 

 

 

 

 

Wednesday 

If you are stuck on ways to praise your clients, here are some ideas: 

• Add ‘thank you for your 

business’ on invoces, 

• Send thank you notes for 

hiring you, 

• Close coaching sessions with 

positive reinforcement. 

• Think of ways to praise and 

validate clients who are real 

action-takers. 

• Congratulate clients when 

they reach a milestone. 

 

Delegate tasks to your VA, as needed. 
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Thursday 

Review your current processes for keeping client data organized. 

 

 

 

 

 

Research other, better ways to organize client data. 

 

 

 

 

 

Delegate this task to your VA. 

 

Friday 

Review your week. What did you not complete? 
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Document and schedule on next week’s schedule the tasks you did not 

complete this past week. 

 

Week 2 

Monday 

Choose a new way to organize your client data OR update your current 

process. 

If using a new system, have your VA transfer all of your client data to the 

new system. 

Document how the new system works in case your VA is not available to 

maintain the process. 

 

Tuesday 

Review your current process for sending gifts to clients. 

Set a budget for client gifts. 

Decide when you will send gifts. 
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Wednesday 

Ask your VA to research different types of gifts within your budget. 

 

 

 

 

 

Determine if ALL clients will receive these gifts or just VIP clients. 

Ask your VA to create an online calendar or set up a reminder system to 

send out gifts every month. 

Ask your VA to document the process. 

 

Thursday 

Ask your VA to routinely research gift ideas that relate specifically to your 

client’s home state, favorite hobby, favorite store, etc. 

Make sure you VA documents the process for you. 

 

Friday 

Review your week. What did you not complete? 
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Document and schedule on next week’s schedule the tasks you did not 

complete this past week. 

 

 

 

 

 

Review your upcoming schedule. 

 

Week 3 

Monday 

Research gifts that can be customized with your logo and/or business colors. 

 

 

 

 

 

Do these gift ideas fit in your budget? 

Check to see if there is a bulk discount rate available. 
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Tuesday 

Review your current client onboarding process. 

 

 

 

 

 

 

Are your clients included in the initial planning phase or are you dictating the 

steps they should complete? 

 

 

 

 

 

 

Update any onboarding surveys or paperwork with the open-ended questions 

for clients to give their input. Document the change(s) below. 
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Update your onboarding workflow and document it. 

 

 

 

 

 

 

Wednesday 

Review your clients’ goals. What needs to covered in their next session? 

 

 

 

 

 

 

Thursday 

Review how you currently take notes during coaching sessions. Is it working 

or do you need another process?  
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Get in the habit of emailing summaries after each session so clients know 

their next steps. Create templates for these. 

 

 

 

 

 

 

Friday 

Review your week. What did you not complete? Can you have your VA do it? 

 

 

 

 

 

Document and schedule on next week’s schedule the tasks you did not 

complete this past week. 

 

 

 

 

 

Review your upcoming schedule. 
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Week 4 

Monday 

Review your process for communicating with your clients in between client 

sessions. 

 

 

 

 

 

Start conversations on social media. 

Send recorded messages to inspire them during the week. Create that voice 

message script below. 

 

 

 

 

 

 

Tuesday 

Research if you can use any of the products or services your clients offer. 

Explore the recording capabilities of your smartphone. Research the Voxer 

app. 
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Wednesday 

Think about how you currently embrace team spirit. 

How do you welcome new clients? 

 

 

 

 

 

Does your VA and/or any other team member display a sense of pride 

working with you? 

Brainstorm ways you can amp up the morale of your team and your clients. 

 

 

 

 

 

 

Thursday 

Review your connections of LinkedIn and other social media platforms. 

Would any of your clients benefit from an introduction? 

Review best practices for business networking, including social media. 
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Friday 

Review your week. What did you not complete and why? 

Document and schedule on next week’s schedule the tasks you did not 

complete this past week. 

Review your upcoming schedule. 

Declutter and update your office, hardware, equipment, etc. 
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