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Putting It All Together: The CTD Master Checklist 

 
Carey:   

Welcome back everyone, let's put everything together that we learned 
in this week’s lesson about the Closing the Deal.  Again this was 
probably one of the longest weeks—one of the longest lessons you’ll 
have in any of the weeks in Become a Health Coach but it’s the most 
important, because what you learned is that the Closing the Deal 
Conversation is the number one coaching skill of all successful health 
coaches so it is worth investing the time in this week’s training.  The top 
1% of health coaches who make $100,000 per year or more have 
mastered this skill, and you’ll want to master it too.   
 
You learned why the Closing the Deal Conversation is not selling, it’s a 
profound breakthrough inducing coaching conversation in 
disguise.  You discovered the best way to describe your Closing the 
Deal Conversation to perspective clients so they know what to expect 
and they are excited to show up.  You learned the five segments of the 
Closing the Deal Conversation with corresponding coaching question 
sequences.  You discovered how to describe your coaching program to 
perspective clients.  So many health coaches struggle with this, but you 
won't, yay! You learned what “objections” really are.  And you learned 
how to coach powerfully and effectively on objections so you can turn 
“No” into “Yes”.   
 
Now, after learning all of this, which as you know, most people graduate 
from a health coach training and then they have to go to somebody else 
and pay thousands and thousands of dollars to learn what you have 
learned this week.  Yay!  You don’t have to do that!  So, now that you 
know everything the next logical step you want to take is to start 
practicing the Closing the Deal Conversation.  So, let's look at how that 
can work and the different ways you can practice. 
 
Well first, you’ll practice the Closing the Deal in a Skills Lab, and next 
you’ll practice it with six practice clients to satisfy your certification 
requirements for Become a Health Coach.  Now, as you’re doing this 
conversation with your six practice clients, chances are darn good that 
the practice clients will want to continue working with you after such a 
powerful coaching conversation.  If that’s the case, you have four 
options to move forward.  Now, we shared this with you in another 
video, but I want to recap it here.   
 
Your four options if a client wants to work with you after the Closing 
the Deal Conversation, is to invite the prospective client into the 90-day 
program as a practice client.  Now, for certification requirements, you 
have to take two clients through the entire 90 Day Total Transformation 
Program, and we talked about why that is, and mostly it’s because we 
want you to see as the coach that the program really works, and that 
you can feel really good about what it is you’re offering when you go 
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into the world and get paying clients.  So the first option is, “Hey, okay 
awesome, you want to work together?  Become a practice client.”  
Second option is to tell the prospective client that you have openings 
for new clients whenever you do.  And this is basically putting your 
clients on a wait list for whenever you’re ready to start working with 
her.  That means that if you’re not ready right now, if your life or your 
schedule is not conducive to having a client, you don’t have to miss out 
on the opportunity or feel anxious or bad, and “somebody wants to 
work with me and I can't, Ahh!”  Just put her on a wait list, very simple.   
 
The third option is to invite your prospective client into the 14 Day 
Detox or the 90 Day Total Transformation as a paid client.  So if you’re 
an advanced coach, if you're someone who’s been coaching for a while 
and this is just some new material you’re adding into your toolkit, you 
can always invite your client into the 90 Day Intensive as a paid 
client.  And we mention the 14 Day Detox that you got as a bonus in 
Pillar 1, sometimes you’ll talk with a potential client, you’ll share 
information about the 90 Day Intensive, and they’ll go, “Oh that’s 
awesome, and what I really want is something super-fast.  I’d love to do 
a cleanse.”  Awesome.  You invite the client into the 14 Day Detox, and 
once the 14 Day Detox is done then you invite them into the 90 day 
again.  We’re going to talk a lot about that in Pillar 4 when we get into 
the business of coaching.  But if you're an advanced coach then that’s 
something you’ll be able to follow and get and do. 
 
Fourth option is what you do when you really don’t like or want to work 
with the person you’re talking to, and it’ll happen sometimes, you’ll have 
potential clients where you’re like, “I feel exhausted from this one 
conversation.  There is no way I can spend this much time with this 
person!”  No problem, here is what you say, “I wouldn’t be the coach 
you’d expect me to be if I told you that working with me is the right fit 
right now.  If you’re going to invest your time, your energy and your 
resources, it should only be in the program or the experience that’s best 
for you.  And based on what I heard you say, the resource I recommend 
for you right now is…” whatever it is.   
 
So those are your options if you're doing a practice Closing the Deal 
and a client wants to move forward with you.  This is super exciting 
because you're about to release the Kraken!  You're about to go out 
into the world and start coaching in a really powerful way, which is 
exactly what you intended only a short time ago when you enrolled in 
this Become a Health Coach training.  This is a thrilling time.   
 
And, I know because I’ve been exactly where you are, that you want to 
make sure that you have everything in place that you might need so 
that you feel prepared and you feel competent to offer these Closing 
the Deal Conversations.  And that’s why I created the “Closing the Deal 
Master Checklist”.  I really wish I had this when I was starting, it would 
have been really awesome.  I'm guessing that if you are like me at all, 
you love a good checklist, that it just lays out everything you need to 
have in place, and everything you need to do so you can invite practice 
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clients into this conversation or for those of you who are advanced—
maybe they’re paid!   
 
So let's run through the checklist now, you're going to see that there are 
a few items you're going to want to edit and prep before you invite 
clients into your Closing the Deal Conversation.  Now, the good news 
about that is that we’ve really done most of the work for you and you’ve 
seen all these materials mostly already.  So lots of these steps are going 
to feel easy, this is just a matter of taking everything you’ve learned in 
this week’s training, and putting it together in a simple checklist so you 
know exactly what order to do what and when.  Cool, I hope you are as 
excited about this as I am, I love a good checklist! 
 
So there are seven steps to deliver a masterful Closing the Deal 
Conversation.  First one is that you're going to choose a results-based 
title for the Closing the Deal.  We talked about this in Video 2—by the 
way, this checklist is in a handout form under the video here for you, 
which you’re welcome to download it if you’d like to follow along, or 
you can just reference the slides.  But for every step on the checklist, I 
list a resource for you of where do you get the material that’s going to 
help you execute the step.   
 
So the first step is to choose a results-based title for the Closing the 
Deal Conversation.  So the resource for that is under Video 2, and it’s a 
handout titled, “Sample CTD Titles, Program Titles, and Benefit Rich 
Bullets”.  So what you’ll do when you go to choose your title, you're 
going to go to Video 2 and check out that handout, and that will help 
you choose.  
 
The second step that you’re going to take is to choose a matching 
program title.  So you remember that you want your coaching program 
title to match your Closing the Deal Conversation title.  Because if 
someone is interested in the Closing the Deal, it’s likely they’re 
interested in your offer.  So it’s a way to prequalify clients when you’re 
Closing the Deal and your coaching titles match.  Resource for that is 
the same handout, it’s all on one.  Okay, you’re doing great!  Those are 
the first two steps.   
 
Next step, third step, something we haven’t discussed but it’s a concept 
I want to share with you, we’ll continue deeper into this concept in Pillar 
4, but it’s important you know it now.  It’s called, “Block Scheduling” 
and this says, “Block schedule time for Closing the Deal Conversations 
on your calendar.”  First of all, what is block scheduling?  Block 
scheduling is when you basically say, you sort of batch all your Closing 
the Deal Conversations on the same day of the week in the same time 
frame.  The reason why this is important is because lots of you and lots 
of us, and Stacey and I have this as well, we have lots of things going on 
in our lives, you might have another job, you might be in other trainings, 
you might have a family, you might have other hobbies or passions—
you don’t want to set up another situation, a lot of coaches make this 
mistake where they’ll schedule you know a Closing the Deal on Monday 
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at six, and Wednesday at 9 AM and Thursday at 2, and Saturday at 4, 
and it feels like, it’s just so hurky-jerky all over your week.   
 
And it feels stressful, and it feels like you’re working too much in your 
business because it’s not condensed.  But what if you said, “You know 
what?  I do all of my Closing the Deal Conversations on Mondays 
between 5 and 8 PM,” I’m just making that up, it can be any day and 
time you choose.  Here’s the thing, people will make themselves 
available when you are available.  I know when I first started I was like, 
“but, but, but…I have to make myself available at night and on the 
weekends because that’s when other people are available!”  You’re only 
available if you’re available.  When people go to make an appointment 
with a lawyer, or a doctor, or an accountant or whoever, you take the 
appointment time they have and you make it work, and you're going to 
require your clients to do the same thing.  They’ll make it work, believe 
me.  The whole point of having a business is to have it work for your 
schedule and your lifestyle.  Don’t start out by already giving up your 
lifestyle because you think you “have to” to get clients.  That’s not 
true.  So you want to choose the time, and this is especially important 
for you if you have other things going on in your life, you don’t have all 
the time in the world to be coaching.  Maybe you have two hours a 
week to devote to coaching—great, that’s when you do your Closing the 
Deal Conversation.  And if it’s Tuesdays from 9 AM to 11 AM, that’s what 
it is.  Set it and don’t make exceptions.  If someone can't meet with you, 
they can't meet with you.  Refer them to someone else.  It feels when 
you're first starting that you have to do anything and everything to get 
a client in the door, which I really want to encourage you to shift that, 
and say “No.  This I'm setting up because it works for me.”  So you're 
going to block schedule the time, you’re going to decide what is the 
time you’re available for Closing the Deal Conversations on your 
calendar, and you’re only going to schedule during those times.  
 
Now, what you can do, this is optional, we’ll talk about it more in Pillar 4, 
you can set up an online calendar.  That means that clients would get a 
link from you, when they open the link it would go into your online 
calendar and they would open the calendar, and all they would see is 
Tuesdays from 9 AM to 11 AM.  They literally can't schedule it at any 
other time.  They can only schedule during that time.  So, the online 
calendar does a couple things.  One, you set up the block scheduling, no 
one can schedule the times that you’re scheduled.  It’ll sync to your 
Google Calendar, and then the client is scheduling themselves.  So it 
takes you out of the process of having to go back and forth for a 
scheduling time.  Now here is the deal—the online calendar is really easy 
to use, Time Trade is something that’s simple, it’s very inexpensive, I 
mean, it’s under $50 for the entire year.  There is a link below this video 
to see a tutorial about how it works.  If you feel technically like you can 
set that up, great.  If you feel like just the thought of it makes you want 
to cry and stick yourself in the eye with a plastic fork, don’t do it.  Just 
manually schedule.  This is—the idea is to be, to get the practice in the 
Closing the Deal Conversation and you don’t want the technology to 
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get in the way.  Press the easy button.  If it’s easier for you to manually 
schedule with your client back and forth than email, then do that.   
 
If you feel like you're fairly technically—I’m not technically savvy at all, 
and I actually figured out how to use Time Trade, so it’s really not that 
challenging, but it’s your call as to whether or not you want to do 
it.  You want to press the easy button regardless.  Don’t make it harder 
for yourself than it needs to be.  If it feels too hard, don’t do it.  Just 
block schedule on your own calendar and manually go back and forth 
with clients. 
 
Okay, next step on the checklist is to edit the “Personal Email 
Copy”.  The Personal Email Copy if you recall is the invitation you’re 
making to potential clients to have the Closing the Deal Conversation 
with you.  You’ll find that resource under Video 6, and it’s—the title is 
“Personal Email Invitation—Sample Copy” You’re going to download 
that, and you're going to edit it so it sounds like it’s coming from 
you.  You're adjusting it for your Closing the Deal titles and all of 
that.  You're also going to need the handout on benefit rich bullets, 
which is in Video 2.  Because you’re going to add those benefit rich 
bullets to the email invitation.   
 
Now, the thing with the Personal Email Invitation is that it’s literally sent 
from your inbox from you to one person.  You to one person.  Lots of 
people when they are marketing sort of online, you are sending an email 
from one person to fifty, or a hundred, or a thousand, or ten 
thousand.  That’s not what we’re doing in this case.  Because, all you 
need to schedule a Closing the Deal Conversation, you’re just 
scheduling six here, this is not, this is simple.  So we just want to use 
simple email copy where you send it to one person from your 
email.  And you're going to send that to—if you want to have six 
conversations, I recommend sending at least 12 email invitations to 12 
different people to generate that number.  The thing that’s really neat 
about the personal email is that it helps you take advantage of the 
network that you already have, it helps you choose who would you 
want to have this practice Closing the Deal Conversation with, and it’s 
also a way to sort of like, “ta-da!” and debut a little bit of what you’re 
doing and why you’re doing it in a really authentic, exciting, and cool 
way.  And it invites people into the Closing the Deal Conversation in a 
way that’s authentic and exciting, and tells people, shares the Closing 
the Deal Conversation title, shares the benefit rich bullets.  You’re going 
to see in the sample copy how that’s all set up.   
 
So you basically would copy and paste that language, edit it, and while 
it’s in your email and then press send.  Again, it’s you to one person.  So 
you’re going to be sending probably twelve of them.  You don’t have to 
send all twelve at once, but chances are good if you send twelve, then 
six people might reply.  Some people might send twelve and get twelve 
responses, some people will send twelve and get one response.  If you 
get one response or no responses to the personal email, I don’t want 
you to feel bad like, “Oh man, I did it wrong, I suck.”   
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The truth is, you're going to be sending like, fifty, sixty, or seventy of 
these personal emails, this is just the first twelve.  Over the course of 
your career, you’re going to be sending these a lot.  So you don’t want 
to gauge your success or failure on your first try of this technique.   
 
The personal email is a really wonderful way to invite people into a 
Closing the Deal Conversation because it doesn’t cost you anything, it’s 
pretty low tech, and it only takes one invitation to have a Closing the 
Deal Conversation and work with a potential client.  It’s just easy, easy 
peasy.  And I just want to set the expectation for all of you, but for 
some of you it’s going to go fast and for some of you it’s going to go a 
little slower.  You may have to send twenty-four, you may have to send 
more.  Ultimately, everybody is going to be sending a lot!  So what I'm 
suggesting to you is don’t try this once and give up if it doesn’t work 
exactly the way you want it to.  This technique works, its worked for us, 
it’s worked for hundreds of our clients, and with every marketing and 
business technique you're learning in Become a Health Coach and you’ll 
learn many more in Pillar 4, you have to try them and be willing to try 
them multiple times.  What we’re doing here is playing the long game in 
our career.  We’re not trying a technique and then deciding to quit if it 
doesn’t work one time.  No one would get anywhere doing that.  You're 
going to keep trying it over and over again and making tweaks, because 
eventually you will get the response you want.  So, this personal email 
invitation is going to be the way that you invite people into the Closing 
the Deal.  So this is step four that you're going to edit that copy.   
 
Step five, there is another email you’re going to edit, and that is called, 
“Prepping for Your Session”.  Now, the “Prepping for Your Session Email 
Copy” is what you send to a client once the client says “Yes!  I would 
like to have a Closing the Deal Conversation!”  So you sent out the 
personal email, somebody responds, they want to set up a Closing the 
Deal Conversation with you, you schedule them, or they schedule 
themselves on your online calendar.  And then you're going to send 
them an email called “Prepping for Your Session”.  The reason you’re 
doing this is because if you don’t prepare your client for the Closing the 
Deal Conversation, it’s possible that they won't show up or that they 
won't understand the value of it, or that they won't understand what’s 
happening.   
 
One of the things you’re going to notice about coaching is that you're 
always walking your client through everything, every step of the 
way.  Preparing them, preparing them, preparing them.  And the 
“Prepping for Your Session” email does a bunch of things to prepare 
your client for the session.  It’s asking your client to your kind of 
prequalifying your client.  You're making them work a little bit to come 
to your session.  Even if the session is free, which many of us will be 
doing, free sessions are totally fine to do a free session.  You want to 
make sure that the client still understands that there is value.   
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You're sharing your guarantee policy, if you have client success stories 
available, you are asking your client to read them before they come to a 
session with you.  Not everyone is going to have that, if you’ve never 
coached before, of course you don’t have that, and don’t worry about 
it.  Just delete that part.  For those of you who are advanced coaches 
and you do have success stories, you want your client to read them 
before they come to the session—and those success stories kind of do 
the selling for you.   
 
The other thing you're going to find I the “Prepping for Your Session” 
email is something called a “Blank Intake Form”.  This is an intake form 
Stacey used in her health coaching practice.  The reason why the intake 
form is important is, when we were trained, we were trained to offer 
kind of a health history, and you’re asking about the health of your 
mother, and your blood type, and the last day of your period, and all of 
this random stuff, and it’s like—it made us feel, and made Stacey feel 
like she was supposed to be a doctor.  But she wasn’t a doctor.  So it 
just sort of set her up and set the client up for like, a misconception 
about what was going to happen in the session.  So Stacey was like, 
“This is not working!”  She’s like, “I’m going to create my own intake 
form.”  I think it’s eight or nine questions to help understand A) does 
this client have a problem you can solve, B) is this client 
coachable?  Are they going to fill it out and send the intake form back 
to you? If they’re not, that’s not a good sign about if the client is going 
to show up or not.  So the intake form you're going to see is right from 
Stacey’s practice.  You shouldn’t have to edit it much, you can if you 
would like, but you want to keep the number of questions really short, 
and that  helps the client prepare and helps you prepare for the session, 
you’re asking the client to return it before the session starts.  That’s the 
fifth step on the checklist. 
 
The sixth step is you’re going to send the Personal Email to at least two 
potential clients—I know that I talked about sending it to twelve people, 
but you’re going to send it to at least two.  You can use the personal 
email like, “JaneDoe@gmail”, or you can set up a special email account 
for your health coaching work, like you can call it 
“CareyHealthCoach@gmail” or whatever your name is, 
healthcoach@gmail—or, “Ilovemyhealthcoach@gmail”, and use that to 
send your one on one invitations, just so it’s like a little more health 
coaching focused and not totally your personal email.  Again, if this 
would be a technology thing that would hold you back, don’t worry—
just send it from your personal email.  That’s the sixth step. 
 
Seventh step is to deliver the Closing the Deal Conversation.  Now, if a 
client whether they’re, if someone does the Closing the Deal 
Conversation and they want to think about working with you whether 
it’s a practice or paid situation, then you're going to want to send the 
sample follow up email that’s in Video 5.  If the client wants to continue 
working with you, whether they’re a practice or paid client, you’re either 
going to put the client on a wait list, or a process payment, and now of 
course if someone is a practice client, they’re not paying anything.   
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You’re only processing payment if necessary.  Send the “Welcome 
Letter Email” if necessary—which it is if someone is working with 
you.  And then your resource there is the “Welcome Email Sample 
Copy”.  Letter/email, it’s not an actual hard copy letter—it’s something 
sent through email.   And then the other resource is a program 
agreement to sample copy.  This is something that’s coming, if you—if 
we don’t yet have that prepared for you and you want to send this out 
to a client, you will just delete the part about the program agreement in 
the welcome email.  One other resource for this, if you want to take 
online signatures instead of having the client sign a document, and scan 
it and send it back to you or whatever, you can use something called, 
“EcoSign” and there is a link here on the slide and I think below here on 
the video that shows you how it works.  If that’s technology you’re not 
interested in, don’t worry about it, have people sign it and send it back 
to you. 
 
So, okay, let's pull all of this together, these seven steps.  There is also, 
you’re going to see on the Closing the Deal Master Checklist handout, 
your personal Closing the Deal Master Checklist.  So this is where you’re 
going to write in what you’ve decided.   
 
My Closing the Deal title is…  
My matching program title is…  
My Closing the Deal will take place on these days at these times…  
I’m setting up an online calendar… and you’ll circle one, “yes” or “yes, 
but later” either one is fine.   
 
Next thing is, I’ve edited the personal email copy…  The personal email 
copy is the email that invites people into the Closing the Deal 
Conversation “yes” or “not yet” you’ll answer.  This is your way to walk 
through this checklist and make sure you’ve done all these pieces.  I’ve 
edited the “Prepping for your Session” email copy, “yes” or “not 
yet.”  Remember, “Prepping for your Session Email” goes out once 
someone has booked a Closing the Deal Conversation.  Once someone 
has booked a Closing the Deal Conversation, you’ll need to send the 
“Prepping for your Session Email” to help that person prepare.   
 
Next step on your personal checklist, I’ve sent the personal email to at 
least 2 potential practice clients, “yes”, “not yet”, “N/A”.  I mean, I guess 
it wouldn’t be applicable if you're not doing practice clients.  
 
And then, I’ve delivered a Closing the Deal Conversation 
 
I’ve followed up with practice and/or paying clients as needed, “yes,” or 
“yes, but later”.  Don’t circle “Yes but later”!  If you’ve delivered a 
Closing the Deal Conversation and you need to follow up with a 
practice and/or paying client, you need to do it within 24 hours—the 
follow up is key, so I don’t want anyone circling “Yes, but later”.  Even if 
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the follow up is to put them on a wait list or to refer them to someone 
else.   
 
Get in the habit once you have the conversation if there is follow up you 
need to do, to do it within 24 hours.   
 
Okay you’ve done an outstanding job on this week’s lesson, this has 
been a big one, and I really want to know two things from you.  What 
was your favorite part of this week’s lesson and are you feeling excited 
to set up some practice Closing the Deals?  I can't wait to hear from 
you! 

 
 
 


