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START YOUR BUSINESS RIGHT FROM THE START  -  CLIENT EMAIL MANAGEMENT 
 

I like to organise my email folders the same way I organise my other client files so that if I need  
I can easily access any past communication with my client. 
 
I use Outlook for my emails and I set up my folders like this: 
 
The MAIN FOLDER is the business name so in this instance it’s MH  
[I have more than one business so this may not be relevant to you]. 
 
The SUBFOLDER is called CLIENTS. 
 
Then under the CLIENTS subfolder I create client subfolders titled CLIENT NAME 
 
IN A NUTSHELL THE FOLDERS LOOK LIKE THIS 
 
MAIN FOLDER:  Your Business Name 
 
SUB-FOLDER : Clients 
 
SUB-FOLDERS: Individual Clients Names / Folders. 

 
 
IMPORTANT 
 
I keep the SENT or my REPLY version of any communication in the folders so I have both the 
client email to me and my reply on record. 
 
 
THE ONBOARDING TEMPLATE EMAIL 
 
I have a standard email that gets sent when clients come on board that I use to onboard new 
clients, it’s an email I sent to myself and keep in my files as a template. 
 
Here’s my process: 
 
1: Click to forward the email. 
 
2: Edit and make any changes that need to be made, change any links that need changing etc 
 
3: Add the new client email address. 
 
4: Remove the “fw:” from the subject line and change it if I need to. 
 
5:  Send the email. 
 
On the following page is an example of the content that is included in my onboarding emails. 
Please feel free to adapt and use. 
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Hey	XXXXX,	

	

I	am	SO	exited	to	work	with	you	and	can’t	wait	to	get	you	started!	

	

I	have	sent	you	our	agreed	scope	and	client	agreement	documents	via	

docusign.com,	you	will	receive	those	in	a	separate	email	so	please	just	have	a	

read	and	sign	off	on	them	if	you’re	happy.	

	

I’ve	set	up	a	dropbox	folder	for	you	and	you	will	receive	an	email	invitation	

from	dropbox	in	a	separate	email	also,	we’ll	be	using	dropbox	to	send	files	

backwards	and	forwards	for	things	like	images	for	your	website	etc	

	

I	have	also	put	a	copy	of	the	AGREED	SCOPE	in	there	so	you	can	access	it	easily	

along	with	some	other	forms	that	we	may	or	may	not	use,	we’ll	play	it	by	ear	:-)	

	

Here	is	the	link	you	need	to	set	up	your	payments,	it	is	scheduled	to	bill	$XX	

every	week	for	12	weeks	so	$XXX	in	total.	

{add payment link here}	
	

You	are	scheduled	in	my	calendar	every	week	for	12	weeks	at	6.30am	Thursday		

mornings	and	you’ll	be	using	this	link	for	each	meeting:	

{add zoom link here}	
	

Just	be	sure	to	copy	the	link	into	your	calendar	so	you	can	easily	click	on	it	at	

our	meeting	times.	

	

I	will	add	you	to	the	list	for	the	COACHING	SYSTEMS	Program	once	you’ve	set	

up	your	payments	so	you	can	access	that	program	as	promised.	

	

I	think	that’s	about	it!	

	

Let	me	know	when	you’ve	been	able	to	organise	your	payment	and	I’ll	add	you	

straight	to	the	coaching	systems	list.	

	

Have	a	great	day.	

	

												M	xo	

	 	

	 										PS:	Please	keep	this	email,	along	with	your	other	intake	emails	together	for	

												future	reference. 
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As you can see I’m very thorough with my onboarding and that in this instance I  
Included one of my programs in the package so this is one of the things in the email 
I tweaked for this particular client. 
 
I also tweaked the part about “pictures for your website” etc because in this particular  
case the package includes some work to my clients website, this isn’t always a part 
of my packages. 
 
The reason I mention this is for you to be careful if you cut and paste to remove  
anything that isn’t included in your packages. 
 
I hope this helps you in becoming even more organised in your coaching business. 
 
Michelle xo 
 
Please note I’ve kept this document in simple word format so you can easily  
cut and paste for ease of use. 
	


