Sharon Hayes:

Consulting Client Assessment Form
Instructions

This form has been modified from one I use with long-term small business clients and participants on my group coaching program. Since this is a very short-term consulting offering, obviously it is impossible to touch on every single area you may need assistance with.  Not all sections will have a bearing on what you need help with right now. 

I want our time together to be focused on generating actionable steps with measurable, real results. 
Before you start to complete this form, I suggest thinking of the most important things you need help with. You should then focus on responding to the questions so that I have a full picture of your situation. The more information you can provide me with in advance of our call, the more you will get from our time together since I’ll have a full idea of what your situation is. I may even have some suggestions on areas you may not have even realized I could have helped with.

If you are short on time and/or prefer not to complete all of the sections, it’s okay. Some of the sections may not even be relevant – especially if the reason for this coaching is because you haven’t even started an actual business yet. Many people have told me that just completing this assessment has been very helpful and helped them key in on areas they have issues with. Completing it is an investment in your own future.

Once you’ve completed this form, send it via email to billing@listhost.net with “Client Intake  - Your Name” in the subject line. The sooner you are able to get this in, the sooner we can get your call scheduled. If you do not hear back within 1 business day, please contact me on Twitter @SharonHayes to make sure your email was received.
Section A – Basic Information
Name:

Primary Email Address:

Location (city, state/province, country):

Time Zone:

Twitter Username: 

Telephone Number (include country code + area code):

Do you prefer to use [   ] Skype or regular telephone [  ]

Skype User Name:

For scheduling our call, please select 5 of the available time blocks below based on Eastern US time. Number them in order of preference – i.e. your preferred selection would be #1, your second selection #2, etc. To figure out the offset in your local time, please see http://www.timeanddate.com/worldclock/converter.html and set the time to convert from being Canada, Quebec, Montreal.

Please note if you have ordered the 3 hour package, the 2nd and 3rd calls will be scheduled separately – approximately 1 month apart.

Call times will be confirmed at least 24 hours in advance. Please make sure to leave the booked times open until you hear back. If we have booked a call and you are not available at the time or need to reschedule, there will be a $50 US fee that must be paid prior to rebooking. 
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Section B – Business Background Information

1. What is your primary URL(s):

2. What is the nature of your business?
3. Is your business entirely online?

4. How long have you been in business?

5. How long have you been operating this business?

6. For each product/service that you sell, please provide the following: what the product/service is, how long you have been selling it, pricing information, how many do you sell per year, profit per product/service, if a service – how long does it take to fill an order

7. Please describe the current structure of your business. For example, do you have any employees or regular contractors?

8. What is your primary role within the business

9.  What are your secondary roles within the business

Section C – Strengths and Weaknesses

1. What are your personal strengths?

2. What are your weaknesses but are things you still need to do?

3. What is it that you are absolutely best at – i.e. what is your core competency?

Section D – Where You Are and Where You Want to Go

In each of the following life areas, describe where you feel you are right now and what you would like to be different in 1 year and in 5 years:

1) Business/Professional

a)  Now

b) 1 year

c) 5 years

2) Family

a) Now

b) 1 year

c) 5 years

3) Intellectual/Educational

a) Now

b) 1 year

c) 5 years

4) Spiritual

a) Now

b) 1 year

c) 5 years

5) Social circle/friends

a) Now

b) 1 year

c) 5 years

6) Health

a) Now

b) 1 year

c) 5 years

7) Finances

a) Now

b) 1 year

c) 5 years

8) Recreation/leisure/hobbies/travel

a) Now

b) 1 year

c) 5 years

Section E - Your Work Day, Life & Routine

1) Describe what your current work day, life and routine look like:
2) Describe what your ideal work day, life and routine look like:

Section F - Clarify Your Vision of the Future

When you have reached your objectives in 1 year in each of the core areas, what does it feel like? What does it look like? How do others see you?

1) Business/Professional

2) Family

3) Intellectual/Educational

4) Spiritual

5) Social circle/friends

6) Health

7) Finances

8) Recreation/leisure/hobbies/travel

Section G - Closing the Gap

What steps do you need to take in each of the following areas to close the gap between what your life is like now and what you want it to look like in one year?  Make sure it includes who, what, when and where.

1) Business/Professional

2) Family

3) Intellectual/Educational

4) Spiritual

5) Social circle/friends

6) Health

7) Finances

8) Recreation/leisure/hobbies/travel

Section H - Resources - Identification

What resources do you have to help you close the gap? What resources do you need to acquire? What “people” resources do you have at your disposal to help you reach these objectives? What steps can you take to utilize each resource?

1) Business/Professional

2) Family

3) Intellectual/Educational

4) Spiritual

5) Social circle/friends

6) Health

7) Finances

8) Recreation/leisure/hobbies/travel

Section I - Metrics

What are you going to do to measure and monitor your resources, actions and results to know if they are on or off track?

1) Business/Professional

2) Family

3) Intellectual/Educational

4) Spiritual

5) Social circle/friends

6) Health

7) Finances

8) Recreation/leisure/hobbies/travel

Section J - Epitaph 

1) What would your obituary say if you were to die today?

2) What do you want your obituary to say if you were to die in 1 year?

3) What do you want your obituary to say if you were to die in 5 years?

Section K - Mission Statement

1) What is your personal mission statement?

2) What is your business/professional mission statement?

Section L - Business/Professional Issues

1) What are the top 5 things you need assistance from a knowledge perspective to take your business to the next level:

2) What percentage of your working hours do you spend on activities that directly generate revenue? Give examples of these activities.

3) What percentage of your working hours do you spend on activities that are creating long-term value for your business? Give examples of these activities.

4) What tasks do you most enjoy performing within your business? What percentage of your working hours do you spend on these tasks?

5) Do you currently have any employees, contractors or people you delegate work to? If so, please describe the work they do.

6) Describe your past experiences with delegating work.

7) What are your key strengths and how are you currently utilizing them within your business?

8) What weaknesses do you have that are somehow negatively impacting your business? This could be lack of skills or knowledge or negative behavioral patterns.

9) If you take “you” out of the equation, could your business continue to operate without you? If not, what would you need to get yourself to that position?

Section M - Coaching Success Metrics

1) What primary goal do you want to derive from your coaching experience?

2) What secondary goals do you have? List any specific questions you may have.

3) What single change in your business is most important for you to realize over the next month?

4) How will you measure whether or not your coaching has helped you achieve these objectives?

All Contents © 2010 Sharon Hayes – Duplication or Reproduction in any form is strictly prohibited under International Copyright Law


