
Interview Manual 

Target: 
- Strategy Conversation/Pivot Session 
- Event Invitation 



Greetings Renee,

Some info on our Business Owners Speak Out newsletter as you requested. 

ActionCOACH is an executive and business coaching firm. Another thing I do here is publish an e-
newsletter that goes out to about 5000 business owners each week. For content in the
newsletter, we publish between 6-10 interviews with business owners about who they are and
what they do.

I see it as a WIN-WIN-WIN where the folks we interview get a NO-COST way to be introduced to
our database and some exposure there. Our readers get to learn from your experience and find
a company they would like to do business with or visit. And I win because the content is
incredible, and far better than anything I could write off the top of my head each week. 

I've attached an example of the newsletter for you to see. Below are also a few of the questions
that we will go through on the call. 

What do you do? For how long?
Who is your best customer?
Were there any business changes you had considered that Covid-19 made a necessity?
Of all the actions you've taken because of the Pandemic, what are some that will remain part of
your business?
Biggest learning since you've been a business owner?
Any offers to include in the newsletter?
What is most inspiring to you today?

If you are open to helping us with this great initiative, then just let me now and I will shoot you
over a calendar link for a suitable time. 

Thanks, 

Coach

Information Email (if requested) 
The information email is sent when a potential prospect responds to our messages asking for
more information on the newsletter. We want to make sure to include more about the WIN-WIN-
WIN of the newsletter, some questions and a copy of an existing newsletter (for those who don't
have one). Below is an example of what this email should look like. Please edit this to your own
writing style and send it:



Pre-Interview Email  

Greetings Renee,

I have successfully confirmed your ~15-minute phone interview with Rob Maniaci. Rob will call
you at 608-256-3979 on Tuesday, 5/3 at 11:00 AM.

Reminder: We do not sell marketing or newsletters. We are interviewing business owners and
sending the information to our database of 5,000+ contacts in an effort to remind people of your
business and what you do, and any specials you may have. We are doing this with restaurants,
carpenters, auto shops, home services and the list goes on and on... This is our attempt to help
the economy keep going and get going! 

I've attached two examples of the newsletter. 

Interview Question:

What do you do? For how long?
Who is your best customer?
Were there any business changes you had considered that Covid 19 made a necessity?
Of all the actions you've taken because of the Pandemic, what are some that will remain part of
your business?
Biggest learning since you've been a business owner?
Any offers to include in the newsletter?
What is most inspiring to you today?

After your interview, we’ll offer you an opportunity to set up a complimentary call with a business
coach if you choose to do so. That would be a 20-minute session to work ON one aspect of your
business. If you find value in that, and would like to learn if coaching is a possible step for your
business, we'll set up a complimentary business diagnostic and invest 2-hours to explore the
value of coaching. You can choose to do that call or not. There is no obligation. 

When an interview is booked, the invite on its own is not enough. There needs to be a
confirmation email of that booking which will state the time, place, phone number or zoom link,
as well as other relevant information such as a reminder that "we do not sell marketing or
newsletter", questions for the interview and most importantly, the mention of the complimentary
call with the coach (see last paragraph).

At this stage, we do not want the prospects to think this is a bait-and-switch marketing tactic. It
needs to be clear that the goal is simply great content, exposure for the prospect and
conversation for you.



Pre-Interview Email (No Figures) 

Greetings Renee,

I have successfully confirmed your ~15-minute phone interview with Rob Maniaci. Rob will call
you at 608-256-3979 on Tuesday, 5/3 at 11:00 AM.

Reminder: We do not sell marketing or newsletters. We are interviewing business owners and
sending the information to our database in an effort to remind people of your business and what
you do, and any specials you may have. We are doing this with restaurants, carpenters, auto
shops, home services and the list goes on and on... This is our attempt to help the economy keep
going and get going! We will also be sharing this on Youtube and our various social media
channels. 

I've attached two examples of the newsletter. 

Interview Question:

What do you do? For how long?
Who is your best customer?
Were there any business changes you had considered that Covid 19 made a necessity?
Of all the actions you've taken because of the Pandemic, what are some that will remain part of
your business?
Biggest learning since you've been a business owner?
Any offers to include in the newsletter?
What is most inspiring to you today?

After your interview, we’ll offer you an opportunity to set up a complimentary call with a business
coach if you choose to do so. That would be a 20-minute session to work ON one aspect of your
business. If you find value in that, and would like to learn if coaching is a possible step for your
business, we'll set up a complimentary business diagnostic and invest 2-hours to explore the
value of coaching. You can choose to do that call or not. There is no obligation. 

When an interview is booked, the invite on its own is not enough. There needs to be a
confirmation email of that booking which will state the time, place, phone number or zoom link,
as well as other relevant information such as a reminder that "we do not sell marketing or
newsletter", questions for the interview and most importantly, the mention of the complimentary
call with the coach (see last paragraph).

At this stage, we do not want the prospects to think this is a bait-and-switch marketing tactic. It
needs to be clear that the goal is simply great content, exposure for the prospect and
conversation for you.



What do you do? For how long?
Who is your best customer?
Biggest impact of Covid 19?
1 or 2 actions you've taken because of the Pandemic?  How are they working?
Biggest learning since you've been a business owner?
What is most inspiring to you today?
When you were growing up, is this what you always wanted to do?
What have been the biggest issues you have overcome?
What are your biggest learnings in business and in life?
Who has been the best coach you have ever had and why?
Do you have any favourite quotes or sayings?
What have you learned about yourself during your journey?
What does the future look like and what do you see as the main challenges moving forwards?
What would you say to anyone thinking of going into business?
If you started your business again what would you do differently?
What is the best advice you would give to an 18-year-old you?
Any offers to include in the newsletter?

During your interview, you can ask all of these or some of them. The questions may vary
depending on the focus of your newsletter, please edit them as you see fit. Your goal is first and
foremost, great content. The outcome of a strong interview is:  

Interview Questions To Ask 



"Hello _____, This is ___________ from ActionCOACH calling for your Business Spotlight interview,
is this still a good time? Great!"
"The way it works is I'm going to ask 8 questions, we record your answers, edit them, and
share them with our community."
It's a form of promotion for "XYZ" company
But everyone really benefits by learning how different businesses are handling today's
economy"
"The interview takes about 15 minutes. In the end, you will have an opportunity to schedule
some complementary time with a business coach, and I'll explain those details later. Ready to
get started?"

"Well, ____ that wraps up the interview. Nice Job!"
"You'll get a copy of the newsletter when it comes out in a few weeks, you're welcome to
share it and post it wherever you like"
"You'll continue to get the newsletter so you can read about the other businesses we
interview over the next weeks and months."
Lastly, would it be a terrible idea to schedule 20-30 minutes with a business coach?" You can
ask one question or get coached through one specific challenge you face."
NOTE: If during the interview, a pain point was revealed, I often add: "For example, you could
ask about ____________ (target market, hiring, etc.).  Would you like to take advantage of that?"
Schedule strategy session for one to two weeks out while they are still on the phone.

Opening script - We have put together some examples of strategies that have already been
used by other coaches and have been successful. It's important to let the prospect know in
advance how the interview is going to unroll before you actually start. However, they are a
guideline, please do not read directly from this script. Before starting any interview make sure
you are recording, and for this, see our "Interview Filming" document for more information on
how to properly film your interviews (in short, clap before you start the interview and clap when
you finish so our editing team can easily identify the beginning and the end of it):

Closing script - You shouldn't end the interview with too much pressure on the prospect. Simply
ask them if they want the complimentary session with a coach but do not push them. If the
answer is "no", follow-up will be done with another source of positive magnet. Again, these are a
guideline, please do not read directly from this script. 

Interview Opening/Closing Script 



Judging the Prospects Appetite 
Needing Further Touches 

If a prospect is not yet ready for a strategy conversation, we need to put them into the re-touch
pile and focus on what is next in the relationship-building appetite for them. 

Please do not burn prospects in order to hit targets, they will come with repeat value.

One To One 

Booking a strategy call is an important step. This is a 20-minute session where you get to know
the prospect and they get to know you. This is an opportunity for you to begin coaching the
prospect. The only goal from this meeting is a DIAG. You should have them wanting more after
20 minutes so that a 2-hour review is the obvious next step. Your DIAG should be the obvious,
keyword, next step. This maintains the relationship and creates a much higher conversion rate,
as the customer believes they are in control.

One To Many 

If you judge that the prospect may not be ready for a strategy conversation, you should use an
event invitation as a win-win for them. Explain your event as learning and some of the challenges
you discussed but also as a way for them to meet many other people and network to generate
new business.



Booking a Call 
When booking a call, make sure to use the question "Would it be a terrible idea to schedule 20-
30 minutes with one of our business coaches?". It is marketing psychology, because, in fact, it
suggests quite the opposite, that it's not a terrible idea to book a call. It's vital to use this exact
question as it's been tested and measured. 

"Would it be a terrible idea to schedule 20-30 minutes with one of our business coaches? You
can ask one question or get coached through one specific challenge you are faced with." 

It's safe to say that a few pain points of the prospect would have already been identified at this
point. With them in mind, you could adapt the question above to become more personal, for
example, if the prospect has mentioned financial struggle, you could write: "Would it be a terrible
idea to schedule 20-30 minutes with one of our business coaches? I know you mentioned that
finances were a trouble, we could have a look at that."

"For example, you could ask about ____________ (target market, hiring, etc.). Would you like to take
advantage of that?"

It's important to understand the context, however. Before I dive into the Q&A at the beginning of
the interview, the last thing I say during my introduction script is:

"We are a business coaching firm, so at the end of our conversation you'll have an opportunity to
schedule some complementary time with one of our business coaches, and I'll explain those
details later."

If they do not want the call, we will use the pain points will reveal information for us to use for the
follow up, giving wide opportunity for next steps.



Confirmations

The confirmation email is very important. Edit the template below to your own writing style,
include the correct details and send it:

 
Hey Name,

I have successfully confirmed a 20-minute Business Sales/Marketing Pivot Strategy with Coach
[NAME]. He/She will call you at 281-745-8413 on Thursday at 9:00 AM. 

Coach


