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So ask yourself these questions….

1. What specifically am I going to be ‘Coaching’ about?

2. ‘Who will I coach?

If there is an answer, you may use this in your title as it directs the document to the proper audience. The advantage to this is that it feels more personal and therefore more valuable to the audience it is intended for. If you are merely informing the organization about the ways in which Coaching can support their internal efforts, then just keep it generic. 
Header/Title –Personalize by Including the Organization’s Name
Always use the Organization’s name and address. Nothing feels more personal than to have your name right in the title. Think about how you feel when you receive a letter or an email that says….’Dear Darlene’ (use your name); this makes you feel like it’s written just for you. In the same way, using the organization’s name in the Title of the document lets the organization know that you prepared this document specifically for them and implies that you know their specific needs and challenges. 

Here is my own example:

Elena Zanfei

Proposal For Coaching Engagement

For ‘X Co., Inc.’ 

Somewhere, IL 60473
May 23, 2007
The Overview – The Format and Focus of Your Proposal
It’s important for the organization you are approaching, to know how you propose to coach their staff. Although they don’t need to know specific details, they are interested in the format and what you will focus on at different points of the coaching engagement. Bottom line, they want to see that you have a method to your madness and a plan in mind. It’s not enough to just present the benefits; organizations think in terms of ‘phases’, ‘action steps’, ‘milestones’, ‘deliverables’ and ‘outcomes’. Now, while I chose ‘Assessment’, ‘Exploration’ and ‘Integration’ as my phases or sections to my coaching program, you may have a very different approach to the one I use. Suffice to say that you will have a beginning, middle and an end. These are the phases, or points that you need to describe to the organization; clarify what they are about and what is covered in each. Make sure to describe the need for each and the value for each phase. 
Answer these questions….

1. What is the first thing that I will do and how will I go about doing it?

2. What’s important about this component?

3. What comes next, after I do the first thing? What’s important about this one?
4. What’s the last part of the coaching program? What’s important about this one and how does it tie into the first two?

Remember that it’s not only important to describe each component, but also to explain why it is important. This helps the organization to develop an understanding of the process as a whole and how it will be carried out. Now don’t worry about the fact that a Coaching Structure is not this linear, just explain the different steps we go through as we coach. Even thought we may go through the Assessment, Exploration and Integration numerous times over in the course of meetings, we still go through these processes so, describe them. Consider the entire coaching experience as a whole. Focus on where you are starting, how you will determine which topics to address, and how you will assist the individuals to and though their actions to reach the desired outcome.
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