[image: image5.jpg]Elevating %z«
BUSINESS




[image: image4.jpg]Elevating %z«
BUSINESS





Monday, July 11, 2011
Welcome Letter 
Table of Contents

Let's Begin



Page 1

My Style



Page 1
What You Can Expect


Page 2
Happy Homework


Page 3
Confidentiality & Privacy Policies
Page 3

Ethics




Page 3

Availability and Scheduling

Page 4
Guarantee



Page 4
Highly recommended


Page 4
Using Your Computer


Page 4
Telephone Calls


Page 5

Use Me, Not Depend on Me

Page 5
Emails




Page 5
Referrals



Page 5
WOW Letter



Separate

Customer-Agreement

 
Separate

Ending and Impact Statement
   
Separate 
Click on any of the topics above, and you’ll be taken to that section of the document.  If you have any questions bring the issue up at our first session. The acronym EYB = Elevating Your Business. 

Let's Begin

EYB services take a holistic (whole person) approach to help you live a fulfilled life personally and professionally.  As a trained Life Coach I can help you with many areas of life and offer a program called “The Personal Foundation" to help you evaluate 24 areas of your life.  On the professional side, the One Page Business Plan methodology that I’m certified to provide you is a business-changing, self-clarifying processes.  

My Style

In three words my style is “no bullshit”; in fact that the first value of Elevating Your Business.  I tell you the truth, the whole truth and nothing but the truth, as I see it of course.  

You, your goals, passions, and desires are my focus.  You’ll take what you might have found to be “overwhelming” and turn those tasks into doable short, mid, and long term goals.  

EduCoaching[TM]  is a word I coined to mean that you get the support you need when you need it.  Be it education, an extra ear, consulting, coaching, brainstorming, or resources.  I will make specific recommendations on how you can handle a challenge, tell you of any opportunity I see awaiting your attention, or ask you to try something new on, if only for a week. 
I’ll also tell you when it seems to me that you’re self-sabotaging, using excuses or old beliefs that are keeping you stuck. 

Personally, I'm very direct, honest, generous, confident, passionate, connected, sensitive, responsible, and adventurous; a rule breaker -- a bit rebellious, too.  Professionally, I'm resourceful, intelligent, organized, analytical, decisive, persistent, and dependable; a problem solver and achiever who maintains high standards.  Use who I am to help you create your best life!  

Take the best of what I say, leave the rest, and definitely use your own judgment; after all, you’re in charge of your life and business -- not me! 

What You Can Expect

You are about to embark on a new and exciting adventure.  The assessments you complete allow you to get clear on what you want to accomplish and let me know your goals. 
Sessions are used to debrief on past assessments, ask and answer questions, strategize, brainstorm, teach and set up next steps.  And sometimes they’re there for you to talk and just have me listen tentatively to you.  Ask for what you want or need!

Analyzing is either part of our agreement or is paid for separately.  I analyze résumés, bios, web sites, letters, marketing collateral, and more.  You can use me to practice cold calling, interviews, firing an employee, etc.  

You’ve agreed to an initial time commitment. Know that every client passes through periods of feeling invincible and generally flies through the assignments.  Other times, they’ll feel fearful, doubtful, tired, or even resentful of the process (or me!).  You may even try to hold onto old ways because of these feelings.  Personally, I am excited to see ALL these feelings happen because they are all part of the growth process.  

It is important that you enter into this collaboration with the understanding that you are responsible for creating your own results.  I am not liable for any actions or results for adverse situations created as a direct result of a specific referral provided. 
Come to your call prepared and having sent me your Success Tracker Accountability form. Of course, if something comes up after you have responded to the session tracker, feel free to change the focus of the call.  It’s all up to you. 

I will often ask you to commit to an activity: "How about you accomplish X by the next session?"  You have many choices on how to answer the question.  You can accept the request as is, counter-offer (say what you feel you can do), or decline.  Whatever you choose makes it your best choice.

At the conclusion of each session, I'll ask you two questions that will summarize the session. 

· “So, what have you taken from the call today that has been of special value to you?” 

“What are your 3 goals (commitments/Happy Homework) you’ll accomplish in the next week (or weeks)?”  
Happy Homework

There is nothing more powerful than doing homework that makes you happy because it’s helping you reach your goals.  Homework can include making a list, taking action, reading, doing research, etc.  The main thing is that you commit to do it before our next session. If it is too much we need to prioritize and determine what needs doing first. 
If you have purchased the unlimited email option, after completing a task send it my way to review by email and return to you.  Otherwise, send it to me and we’ll talk about it at the next call.  The bottom line: clients who diligently complete their assignments get far more out of the process.  It is much easier to build a house on top of a strong, solid foundation, and each assignment affects the next one.  Create great results by doing your happy homework.  Overall, trust in the process and walk through it – because it really works!  

Confidentiality, Privacy Policy, & Ethics
This confidentiality statement shall be as confidential as the applicable state or federal laws allow. All interactions with you are kept strictly private.  I keep a very limited number of notes on paper or email.  You are invited to tape the sessions and/or take notes. 

Review now my more detailed policies at http://www.elevatingyourbusiness.com/policies/    
NOTE: Email communication may not be secure and archives of email communication may be subject to electronic interception or may be kept by third parties (such as ISPs).  In these cases, there may be exceptions to confidentiality that may include responding to court orders.   And in the event of discovery of child abuse/elder abuse, or your intent to cause harm to yourself or others, EYB will take all reasonable and appropriate actions, including breaking confidentiality.

Please read the Code of Ethics on my web site at http://www.ElevatingYourBusiness.com/policies . 
IF I ever say or do anything that upsets you or that does not feel right, please bring it up.  I promise to do all that I can to satisfy you.  We will work as a team.  I value truth and expect you to tell me if I overstep. 
Availability and Schedule         (depends on the plan you choose)

Email:  If you authorized email coaching, and need advice or a resource, have a problem, want to share a success or send me something you’re working on, I am available pretty close to 24/7 via email between your sessions.  Please note that I am a night owl, and you’re much more likely to catch me from 11am to 11pm than earlier in the day.  

If you send an email and need a quick response, please put the word RUSH in the subject line. 
If you require an extra 5-10 minute URGENT phone session, contact me by phone or email.  If you call and I’m available we’ll talk right then. 
Mondays and Tuesdays are office days from 10am to 10pm PST, and I can be reached by the business phone (cell) the rest of the week or when I’m on the road.  When leaving messages, please let me know when is the best time to call you and include a phone number if it’s not the one I have. View the back of your Welcome Kit Binder for phone numbers and complete schedule.
On the fourth or fifth weeks of each month I do not schedule sessions; however, you can contact me via email or for emergencies during this time.  Use these weeks to digest what we've done, complete your “happy homework,” get ready for next month’s sessions, or to relax and pamper yourself. 

Guarantee

Some of the best value I deliver to you comes through the "tough places" you may be unwilling to visit on your own. You've hired me to help you grow and I will provide honest feedback, challenging questions and assessments designed to challenge your comfort zone. I will hold you accountable to your commitments, and deliver an occasional—usually gentle, always caring—"kick in the behind." 

I promise to treat you with the highest levels of integrity, honesty, professionalism, and respect.  I am adamant about delivering the best value to my clients. If I feel my involvement with you is not likely to make a positive difference in your life and/or business, I will let you know. As a client, you are paying for a combination of services, not just the time we spend on the phone.  You receive information, advice, super-collaboration, strategies, continuous presence, energy, creativity, availability and partnership.  Sometimes you'll find you get as much value from a 10-minute phone call as from 3 hours on the phone.  It all depends on timing, openness, and synergy. 

Highly Recommended

Books can help you grow as well.  My clients read “Built to Sell” and “The One Page Business Plan.”  And I may recommend other books for you, too.  Some books I maybe able to give you, so ask.  A comprehensive reading list of books is available at http://www.CoachMaria.com/books/ 
Using Your Computer

My clients have a confidential email account, pick up their email often, and email me at least weekly.  To work with me, you will need some minimum email knowledge, such as how to: 

· receive and read email

· reply to email and include the original email message in your response.
· open attachments as well as send them. 

· Download reports
If you do not have these skills, no problem. Let’s walk through them during a session.  I can probably help with many computer, Internet, or software questions that you have.  You have partnered with someone who is proud to be called a “computer nerd or geek!"
Telephone Calls 

We’ll schedule a month’s worth of sessions at a time, usually set for the same day and time each month.  Call in case there are scheduling conflicts or email me a few weeks in advance.

· Monthly clients: You call me for sessions or urgent calls, or we can speak via Skype.
· Hourly clients: we meet on the bridge line or via Skype. 
· If you call me at your time and get a busy signal, please hang up, wait a few minutes, and call again.  www.TimeAndDate.com  is a good place to visit to synchronize your clock. 

The phone number to call for client calls is 360-271-8418 This is my cell phone/business phone number. 
Use Me, Not Depend on Me

I am a resource for you to use to your best advantage. I have a background in: Business Planning, Marketing, Publishing, Internet and Computer Usage, Advertising, Networking, Time Balancing, Accounting, Operations, Administration, Motivation, Public Speaking, Training, Leadership, Personal Finance, Corporate Management, Goal and Boundary Setting. 
THE COACHING RELATIONSHIP IS IN NO WAY TO BE CONSTRUED AS PSYCHOLOGICAL COUNSELING OR ANY TYPE OF THERAPY.  In the event you feel the need for professional counseling or therapy, it is your responsibility to seek a licensed professional.  At times, I will recommend that a client seek the assistance of a therapist as a prerequisite either to continue, or possibly instead of, working with me. 
I am also not an accountant, lawyer, tax advisor, financial advisor or planner. 
Email  Addresses
I have a TON of email addresses all ending in elevatingyourbusiness.com.  Answer any emails by hitting reply. 
However, when I’m away, which you’ll know about, I’ll ask you to use vic@ for the email.  So that’s the one to place in your email account.  By the way, that stands for “very important client” – which you are! ( 

Referrals

My business is referral based.  The more referrals I receive the less I market and the more time I get to spend with clients.  While my policy is to not offer free consultation sessions, I’ll provide those you send me who can easily afford my services, are ready to get focused and earn more with a free 30 minute consultation.  Give them my phone call or better yet, send them to this link http://www.ElevatingYourBusiness.com/clientforms/ 
Here’s how a referral works.  Send me a note along with the person’s name and phone number.  Then I’ll call them to provide them with the next steps.  Basically, we’ll have an interview session to determine if there is a good fit between their needs and my expertise. If so, they’ll become my clients.  If not, I will introduce them to someone I think is qualified and “right” for their need or send them to a website where they can locate the best person to assist them. 
Customer-Agreement
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PLEASE CONFIRM

CONGRATULATIONS on choosing to take part in a process that has changed lives and businesses. I sincerely look forward to working with you.   If you have any questions about this Welcome Note, Customer Agreement or Ending Statement, email me right away.  Otherwise, click here to tell me you agree with what is contained in this notice, the Ending Statement and the Customer Agreement.  mailto:vip@ElevatingYourBusiness.com?subject=I’mReady&Committed  

Best of success,
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