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	1010 Pine Tree Trail
Atlanta, GA 30349-4979


TEL  404-492-8197   
FAX  360-937-8690


training (a)t  PeggyDuncan.com



[Click and Type Date here]
Time Management TeleCoaching Agreement

Client:
[Click and Type Client name, title, address, phone, email

Scope of Work

Peggy Duncan [The Coach] will offer time management coaching, for [Click and Type Client Name Here] [Client] that will be scheduled based on mutual schedules. The fee is $1500.00 for the initial time block of six hours (or $250.00 per hour). A cancellation fee could occur when less than a 48-hour cancellation notice is given (billed at hourly rate). These sessions can be over the phone or, if you’re in Atlanta, at your office.


What to Expect

The process for helping you is fluid. Every client is different with different issues and priorities. However, below is a basic outline of what to expect. Everything is totally customizable and based on your needs and schedule.

· Two or More Hours Upfront. If you have any clutter problems, this is dealt with first. You should schedule time to purge prior to your first official coaching session. [The Coach] will send you some general guidelines to use so you'll know what to keep and what to trash. You’ll also receive a set of templates that will make it easy to create a filing system...for your paper and computer files. You’ll be able to develop a system on your own, with a final review from [The Coach]. 

· Two Hours. Once the clutter is cleared and your filing system is solid, the next logical step is to examine your processes.  You should be prepared to send [The Coach] softcopy samples of forms you use and other templates and/or documents you’re using. You’ll want to focus on work that is most important, work you dread doing, and work that takes way too long to complete. 

· Two Hours. Now that the process is streamlined, we’ll examine how you currently use technology. [The Coach] teaches Word, Excel, PowerPoint, and Outlook. You may only need a few tips and tricks, or you may want to allot  some of your time to one of [The Coach’s] Atlanta workshops or eSeminars. 

· After that. Once the initial time block has been used, you’ll have the option of signing up for additional coaching or not.

By signing below, you are agreeing to set time aside to make the changes you and your coach outline during each session. Please fax or email signed copy (see above for address or fax number). If you email a copy, please add your full name to the document name (click the File menu, Save As).
	Client Print Name
	
	
	

	Signature
	
	Date
	

	PSC Press [The Coach]
	
	Date
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