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Did you spend at least 60% of your time last
week in front of your clients?

Those advisors who spend 60% or more of
their time with clients earn 3 times the

amount of those spending 30-60% and 6
times those who spend less than 30%



Most Productive Activities

Client Meetings
New client acquisition
Creating new proposals and presentations
Reviewing existing plans
Business planning
Professional development
Meeting with Centres of Influence
Proactive client contact
Preparing for client meetings
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The purpose of this sheet is to help The Personal Coach understand the nature of your role and the activities you do.

Please jot down all of the activities you do in a day and state the amount of time it takes for you to do it.

                                             How do you spend your day?



Number 1 Tip

Do It Now!

Designate a time
Delegate it
Dump it



3 Questions

How long will it take?
What’s the ROI?
When is the deadline?



Overcoming Procrastination

Break it down into smaller tasks
Slip in sideways
Do a fast and sloppy version
Focus on the payoff
Remember past successes
Set time limits
Choose the best time of day for you



Scheduling

32%17%23%Complete flexibility

68%49%55%Loosely set schedule for meetings not
tasks

0%35%22%I have a very set schedule of meetings &
tasks
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Stephen Covey



EmailEmailTravel

4:00 PM

problemsproblems

& solveAppointmentAppointment& solve3:30 PM

client requestsClientClientclient requests

Respond toRespond toAppointment3:00 PM

SolveRegroupRegroupSolveClient

EmailsEmails2:30 PM

Respond toRespond toTravel

Return CallsReturn Calls2:00 PM

TimeAppointmentAppointmentTime1:30 PM

ReactiveClientClientReactive

Appointment1:00 PM

Client

12:30 PM

LunchLunchLunchLunchTravel

12:00 PM

Return CallsReturn CallsReturn CallsReturn Calls

EmailEmailEmailEmail11:30 AM

SeminarsSeminars

DevelopingDevelopingAppointment11:00 AM

Projects: e.g.Projects: e.g.Client

Case PrepCase Prep10:30 AM

& Prospects& ProspectsTravel

Calling ClientsAppointmentAppointmentCalling Clients10:00 AM

ClientClientWeek

TimeTimefor the9:30 AM

ProactivePrioritizingPrioritizingProactivePrioritizing

Planning &Planning &Planning &9:00 AM

FridayThursdayWednesdayTuesdayMondaySunday



0.00.00.0%0.02.00.0%0.01.0Business Devel. Mtings.

2.02.066.7%4.06.066.7%2.03.0Closes

4.03.0100.0%6.06.066.7%2.03.0Presentations

3.02.066.7%4.06.033.3%1.03.0Factfinders

4.03.06.02.0   Planning Trail

1.01.53.02.0   Product Sale

0.01.02.02.0   Garbage Pail

5.04.590.0%9.010.080.0%4.05.0Personal Viewpoints

18.016.533.00.015.0Total Approach Contacts

YTDAVGPLANRESULTGOALPLANRESULTGOALACTIVITIES

LAST
WKSWKLY% OFYTDYTD% OFWKLYWKLY



Scheduling Tips

Big rocks first
Use one calendar/to do list
Time blocking
Schedule enough time for projects
Combine personal and work items
Plan the next day the night before



Client Meeting Tips

Best time to reach
Reminder systems
Agenda
Service agreement
Book next meeting
Block time right after the meeting for

dictation/notes



Technology Tips

Never check your email in the morning
Do it now!
Turn off the auto notification
Get off lists for junk email
Set up a working folder for pending items
Blackberry
Learn how to use it
Delegate it



Reading Tips

Tear out only the relevant articles
Team up – study groups, book reports
Executive book summaries
Books on tape in the car or gym
Unsubscribe



$20 vs $200
40 hour week 

45 weeks per year

1 80% time  $20/hr. jobs      $640
20% time X $200/hr. jobs $1,600

$2,240  X 45 = $100,800 

20% time X $20/hr. jobs    $160
80% time X $200/hr. jobs $6,400

$6,560  X 45 = $295,200 

2

$40,000 salary for MA 
$194,400 

The Value of an Assistant



Delegation Tips

Clear division of duties
Turn it back around if not done properly
Clear outcome; creative on how to
Things that drain your energy
Things you’re not good at
Habit but not best use of your time



Action Steps

1. Extreme self-care
2. Re-visit your vision
3. Link your schedule to your vision
4. Clear up any backlog
5. Support systems





Assess
TPC Challenge
TPC Assessment
Net worth – business and personal
Cash flow – business and personal
Client surveys



Maximizing Me
How are you ensuring you are getting the best return on
capital on your key asset?

0  1  2  3  4  50  1  2  3  4  5My team and I understand that if the firm is to move forward
and be successful that I am to be focused on the right
revenue producing activities.

5.

0  1  2  3  4  50  1  2  3  4  5I understand Dan Sullivan’s concept of ‘Free Time, Focus
Time and Buffer Time’ and I make use of this system to
help me maintain a balanced life.

4.

0  1  2  3  4  50  1  2  3  4  5Each person in my practice (including me) has defined
areas of accountability, is skilled at their work and feels
comfortable making decision within those areas.

3.

0  1  2  3  4  50  1  2  3  4  5My team and I understand that “I only do what I can do.”2.

0  1  2  3  4  50  1  2  3  4  5My team and I have a clear understanding of my unique
ability.

1.

Total Gap

Importance Score



Ideal Client Profile
Age 45-65
Concerned about retirement
Looking for guidance and advice
Married with children
Business Owners
Rooted in the Parry Sound area
Nice, friendly, caring
Enjoy outdoors, nature
Active, healthy lifestyle
Care for their family and community
Involved



Ideal Client Profile

5-20 Employees
Successful, established private business
Business is growing
Owner is the decision-maker, age 35 - 45
Invest in and take pride in their business
Care about their families, family oriented
Fun, easy going
Located in Lower Mainland
Don’t have all the answers



Ideal Client Profile

> 50 Employees
Successful Public or Private business
VP/Dir HR, Controller/CFO, Owner
Value their executives and employees
Entrepreneurial Spirit
Friendly, easy-going
High level of integrity
Loyal
Head office is in the GTA





“GAP” for Growth

G = Growth

A = Active

P = Passive



Communications Level (face to face & phone calls)
Confirming annually that clients understand the products they have
Confirming that clients understand their statements (by phone or in
person)
Financial planning
1.Naviplan - full financial planning
2.Naviplan - comprehensive retirement plan
3.Insure Right
4.Invest Right
Annual financial planning reviews
Phone calls
1.a just checking in call
2.2 weeks after a significant purchase
Lunch
Personal visits - drop by
Investment reviews
Other:

Segment
3

Segment
2

Segment
1

Services



Your Unique Client Process

• Define your process
• What makes it unique and valuable?
• Name it
• Demonstrate your process with a graphic
• Create a rewarding and pleasing experience

for your clients



Client Development Process
(CoralLife as drafted with a coach)

Intro Meeting with Owner – explore fit
Explore fit with professional advisor(s)
Fact-finding stage – gather soft and hard facts
Prepare and present initial recommendations
Adjust and prepare final recommendations
Implement the solutions
Review and monitor
Deliver service standards & relationship strategy



Prospecting Strategies by Advisor Income

0% 10% 20% 30% 40% 50% 60% 70% 80%

Client Referrals

Referrals from Centres
of Influence

Seminars

Advertising

Direct Mail Campaigns

Cold Calling

Percentages
Lower Middle High



Before You Brand

Have a Solid Business Foundation
Ideal Client
Client Acquisition
Client Development Process
Communication, Service & Attention
A Reliable, Focused Team
Short and Long Term Goals



Clear Focus
Smarter Actions
Balanced Life
Better Decisions
More Money
Sustainable Energy
Increased Confidence

Benefits Of Working With A Coach



TPC Challenge
1 Hour Phone Consultation

By May 15





Thank You!

April-Lynn Levitt
Email: april@thepersonalcoach.ca

Tel: 403-256-6059

Website: www.thepersonalcoach.ca



Thank You!

Juli Leith
Email: juli@thepersonalcoach.ca

Tel: 519-576-2262 x 2

Website: www.thepersonalcoach.ca




