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A B O U T  T H I S  B O O K

Publication Note
This practical field guide helps freelance trainers build a
client-focused, financially sustainable business. It covers
positioning, prospecting, sales conversations, proposal
development, pricing, delivery operations, client retention,
business systems, and growth.

Examples and fee calculations are illustrative. Market rates, buying
practices, tax rules, contracts, payment terms, and professional
requirements vary by country, client, industry, and assignment.
Adapt the methods to your context and seek qualified professional
advice where needed.

The book does not promise a particular income or number of clients.
Results depend on expertise, demand, execution, relationships,
capacity, market conditions, and factors outside an individual
trainer's control.
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How to Use This Playbook
• Read chapters in sequence. Each chapter creates a capability

required by the next.

• Complete worksheets using your own business.

• Adapt scripts to the recipient and context.

• Label estimates and assumptions clearly.

• Use the 90-day plan to turn ideas into a consistent operating
rhythm.

The Business Journey
Stage Question Output

Position Who do I help and why me?
Market focus and value
proposition

Attract How will buyers find me?
Target list and prospecting
routine

Convert How will I win work? Discovery and proposal system

Price How do I protect margin? Pricing and scope boundaries

Deliver
How do I create a reliable
experience?

Delivery and impact process

Grow How do I earn repeat work? Retention and growth plan
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C O N T E N T S

Sample edition: contents of the full eBook.

Contents at a Glance
01 Business Foundations

02 Positioning and Offers

03 Buyers and Prospecting

04 Conversations and Follow-Up

05 Proposals and Objections

06 Pricing and Cash Flow

07 Delivery and Client Relationships

08 Systems, Intellectual Property and Productivity

09 Consulting, Premium Offers and Authority

10 Action Plans

11 Business Tools Pack

12 Business Script Library

13 Business Labs

14 Facilitator Guide and Reference

· Run the Business, Not Just the Sessions
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01
P A R T

Business Foundations
I N  T H I S  P A R T

Chapter 01 The Difference Between Being a Trainer and Running a
Training Business

Chapter 02 Choosing Your Market and Ideal Client
Chapter 03 Discovering Your Most Valuable Expertise
Chapter 04 Building a Business Model That Can Sustain You
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C H A P T E R  0 1

The Difference Between Being a Trainer and
Running a Training Business

O U T C O M E

Shift from selling delivery days to managing a complete commercial
system.

The real business challenge
A common situation for freelance trainers is that good intentions
and professional expertise do not automatically produce a reliable
business. Track leads, meetings, proposals, wins, invoices,
collections, repeat work, and non-billable hours. The business
consequence may include wasted effort, missed opportunities,
unpredictable income, unclear client expectations, or work that is
difficult to repeat.

The principle
Treat the business as a connected system. Every action should
either clarify the market, create a relevant opportunity, improve a
buying decision, protect delivery quality, support cash flow, or
strengthen a client relationship. If an activity does not serve one of
these purposes, question whether it deserves your time.

B U S I N E S S  R U L E

Do not confuse being busy with making progress. Define the
decision, identify the evidence, and schedule the next action.
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C H A P T E R  0 1   ·   S E C T I O N  1

The Playbook

Step-by-step method
Track leads, meetings, proposals, wins, invoices, collections, repeat
work, and non-billable hours.

01 Describe the current situation in observable terms.

02
Separate facts from assumptions and identify missing
information.

03
Choose a practical action proportionate to the opportunity
and risk.

04 Record the response, cost, time, and result.

05
Decide what to repeat, improve, or stop, then schedule the
next action.

Questions to ask
• What does the buyer or business owner need to decide?

• What evidence supports my recommendation?

• What assumptions still need testing?

• What could make this action commercially unsustainable if
repeated?

• What is the next step if the preferred result does not happen?
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Facilitator note
When teaching this chapter, invite participants to work with a real
business situation. Ask them to explain the reasoning behind their
choices. Reward clarity, relevance, ethical judgement, and
adaptation to context rather than confidence alone.

C H A P T E R  0 1   ·   S E C T I O N  2

Worked Example

Imagine a trainer applying this method to a current prospect, offer,
or operating process. They avoid changing everything at once.
They describe the situation, choose one test, record the response,
and use what they learn to improve the next decision.

Decision Working example Why it matters

Current
situation

Describe what happens
now.

Replaces a vague feeling with a
specific issue.

Desired
condition

Define what should be
different.

Creates direction.

Evidence
Record knowns and
unknowns.

Prevents assumptions becoming
claims.

Action
Choose one practical
test.

Makes progress manageable.

Review Set a date and signal. Turns activity into learning.
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Practice lab
How did your last five assignments originate, and which created a next
opportunity?

Peer review
• Is the problem clear from the buyer's perspective?

• Does the action fit the time and resources available?

• What risk or assumption is missing?

• How will progress be recognised?
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C H A P T E R  0 1   ·   S E C T I O N  3

Copy-Ready Worksheet

Field Your notes

Business situation

Audience or client

Desired outcome

Evidence available

Assumptions to test

Action to take

Owner and deadline

Measure of progress

Review date

Learning

Common mistakes
• Trying to solve too many problems at once.

• Making claims before evidence exists.

• Failing to record the next action.

• Copying a script without personalising it.

• Accepting scope that exceeds capacity or commercial
boundaries.
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Quality check
Check Yes / No Notes

Objective is specific

Action is feasible

Assumptions are visible

Next step is scheduled

C H A P T E R  0 1   ·   S E C T I O N  4

Implementation and Transition

Your seven-day challenge
Apply one method from this chapter to a real prospect, client, offer,
or operating process within seven days. Keep the action small
enough to complete and meaningful enough to teach you
something.

• Complete the worksheet before acting.

• Record the response without embellishment.

• Decide what to repeat, improve, or stop.

• Add the learning to your business playbook.
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Reflection
What was easier than expected? What did you avoid? What evidence changed
your thinking? What will you do differently next time?

The link to the next chapter

R E A D  T H E  N E X T  C H A P T E R  B E C A U S E

A sustainable business requires a clear audience. Next, choose the
market you can serve best.

Business context:

Action and evidence:

Next action and date:
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T O O L  0 1

Ideal Client Profile
Industry and business context:

Organisation size and geography:

Buyer and decision group:

Recurring challenge:

Urgency evidence:

Buying route and timing:

Ability to pay and repeat potential:

Why my expertise fits:

Notes and decisions:

Owner: Date:
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B U S I N E S S  L A B  0 1

Business Model Audit
Map how a lead becomes a paid assignment and where
time or money is lost.

W O R K I N G  P R I N C I P L E

Complete this page using a real business situation. Be specific,
record evidence, and avoid making claims you cannot support.

Your task
List each stage, time spent, cost, risk, and next action. Identify the
largest bottleneck.

Working notes
Current situation and context:

Evidence or information available:

Decision or action:
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Owner and deadline:

Result, learning, and next step:

Review questions
• What did you learn that you did not know before?

• What assumption remains untested?

• What will you do next, and by when?

Follow-through
Review date: Accountability partner:

Evidence of completion:
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S C R I P T S

Business Script Library

Warm introduction
Hello [Name], [Mutual contact] suggested I reach out because your
work touches [relevant area]. I support [audience] with [specific
problem] through [approach]. Would a short conversation about
how your team is approaching this be useful?

Personalise before use:

Cold email
Subject: A question about [priority]. Hello [Name], I noticed [verified
context]. I work with [audience] on [problem] using [approach]. I do
not know whether this is a current priority, but I thought it may be
relevant. Would it be useful if I shared a short outline?

Personalise before use:

Discovery recap
Thank you for the conversation. My understanding is that the main
challenge is [problem], affecting [group/process], with the desired
change being [outcome]. I will confirm [open question]. Our next
step is [action] by [date]. Please correct anything I have
misunderstood.
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Personalise before use:

Proposal follow-up
I am following up on the proposal shared on [date]. The
recommendation focuses on [priority] and includes [deliverable]. Is
there information that would help your team evaluate the approach,
or has the decision timeline changed?

Personalise before use:

Budget objection
Thank you for explaining the budget. Is the constraint the total
investment, the current budget cycle, or uncertainty about scope?
We could consider a smaller first phase, a different format, or a
revised scope.

Personalise before use:

Scope expansion
I can support the additional request. It sits outside the agreed
scope, so I would like to show the impact before proceeding. We
can replace [item], add [time/fee], or schedule it as a separate
phase. Which best fits your priority?
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Personalise before use:

Close the loop
I have not heard back, so I will close the loop for now rather than
keep filling your inbox. If [problem] becomes a priority later, I would
be glad to reconnect.

Personalise before use:

Post-programme review
I would value a short review of what participants applied, what
barriers remain, and what would make the next step worthwhile. I
can bring a concise summary of feedback and agreed actions.

Personalise before use:
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