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LEARNING GUIDELINES 

 
 
1. SHOW UP (Be Present) 
 
Show Up, meaning to bring to each interaction your physical body, but more so 
yourself, your heart, your mind, your soul.  Be Present in the full sense of 
awareness (physical, mental, emotional, spiritual) of the present moment. 
 

 

 

2. PAY ATTENTION 
 
Pay Attention to what has heart and meaning for you. In any of our individual 
bodyminds a hundred things can be happening; in communication with another, 
or others, a thousand things. Give the present moment your full attention. 
 

 

 

3. SPEAK YOUR TRUTH 
 

Speak Your Truth without shame or blame. Once we accept the challenge to 
Show Up and to Pay attention, our next brave act is to know and embrace 
ourselves enough to break through the destructive cycle of shame/blame, and 
stand fully in our truth. 
 

 

 

4. BE OPEN TO OUTCOME 
 
Be Open to Outcome. Perhaps the most difficult task for human beings in 
relationship is to be open, that is unattached to a specific outcome. 
 
 
 
 
 
 
From Angeles Arriens 
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RESUME WORKSHEET 

 
A]  Creating your "Job Objective" 

 

1) WHAT do I want to do? 
 
__________________________________________________________________ 
2) FOR WHOM or WITH WHOM do I want to do it? 
 
__________________________________________________________________ 
3) WHERE do I want to do it? 
 
__________________________________________________________________ 
4) AT WHAT LEVEL OF RESPONSIBILITY? 
 
__________________________________________________________________ 
MY OBJECTIVE IS: 

This objective should be specific to an individual job: 

Put your answers from above together to make a clear, concise statement. 
Example: Massage therapist working directly with a doctor in a Chiropractic office as an 

assistant. 

__________________________________________________________________ 
 
__________________________________________________________________ 
 
B]  Writing your "Skills and Experience" 

1) What are five or six (5 or 6) specific skills necessary for the above stated job objective? 
(if you're not sure, interview someone who already has a job like that) 
 

______________________________  _____________________________ 
 
______________________________  _____________________________ 
 
______________________________  _____________________________ 
2) When/where have you used or learned those skills in the past? 
______________________________  _____________________________ 
 
______________________________  _____________________________ 
 
______________________________  _____________________________ 
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C]  Write an "action oriented" one-liner statement that clearly and concisely describes 

how you used or developed those skills.  
(use your action words list to help) 

 

SKILL: _________________________________________________ 

One liners about my experience and accomplishments using that skill: 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

SKILL: _________________________________________________ 

One liners about my experience and accomplishments using that skill: 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

SKILL: _________________________________________________ 

One liners about my experience and accomplishments using that skill: 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

D]  These skills should be used as Qualification Highlights in your resume. 

list below 3 - 5  highlights: 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

Qualification Highlights may be divided into two bulleted lists on your resume: 

Qualifications and Skills, use no more than five lines for each. 
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E] Next list your Work Experience:  

Name of company, Job Title, Location of Company and Dates of Employment. 

(a short job description may be added, but is not necessary if you included skills from that job in 

your Qualification Highlights.)Work Experience can be paid or volunteer experiences. 

 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

F] Next list your Education: 

(only include degrees or certificates completed, or close to completion.  If you did not obtain a 

degree you may list “course work included: _______”with a few job appropriate courses, do not 

list your entire transcript on a resume.)  Do NOT include High School. 

 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

If appropriate add: 

PROFESSIONAL AFFILIATIONS/MEMBERSHIPS 

LICENSES 

SPECIAL TITLES 

 

NOW, put it all together in a presentation format, most word processing programs 

have samples or templates.  Look at other resumes, and choose something you like.  

Be sure to include your Name, Address, Phone number and e-mail on the Resume.  

Always write a cover letter to present with your resume. 
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ACTION WORDS 

 

ability  explain produce 

attained feel proficient 

adept free proven 

assist formulate promote 

absorb facilitate persuade 

allow  guide progress 

acts generate rejuvenate 

alters grow remove  

aids help rehabilitate 

advance heal re-balance 

balance initiate research 

create illuminate rearrange 

change increase release 

conducted impress reduction 

coach impact reveal 

comfort improve relax 

clarify influence replace 

design inform represented 

demonstrate introduce satisfy 

develop instrumental shift 

delay lecture separate 

dissolve let go sense 

dilate maintain soothe 

disperse move show 

directed modify speed 

encourage melt skilled 

examine motivate start 

excite magnify successful 

eliminate managed supervise 

establish oversee stimulate 

ease originate strengthened 

enhance organize touch 

evaluate plan transfer 

express prepared utilize  
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RESUME  TIPS 

 

 

!  Use brief phrases, not sentences; and avoid abbreviations. 

!  Typed on one sheet is preferable, no more than 2 pages. 

!  Do not include personal information that is irrelevant to the job: 

 like age, height, weight, marital status. 

!  Proofread!!! - no typographical errors, whatsoever. 

!  Include well organized, factual, relevant information. 

!  Answer the question - what makes you so special? 

!  Use good quality white or off white paper. 

 

COVER LETTER 

When sending out resumes always include a cover letter.  Be sure letter is written in appropriate 

business format (see samples) and should provide:  

 

! an introduction of your self, 

! why you are writing,  

! where or from whom you heard about the job, 

! why YOU are the best choice for the position. 

!  what follow up actions will be taken. 

!  Thank you for your time and consideration. 

 

Paper for resume and cover letter should match 
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DESIGNING VISUAL PROMOTIONAL PIECES 
 
FOCUS: To attract others and inspire them with your words.   
Printed media materials are follow-up and reinforce your personal presentation.  
They are your major promotional tools. 
 
Start collecting descriptive materials, magazine articles, 
other professional's brochures and promotional flyers. 
 
Write a detailed statement of what you do. 
The information you are writing for your resume, your Self-Introduction 
and your Business Definition plan as well as your visual promotion pieces all 
communicate the same theme of who you are and what you do.  

 
PRIMARY VISUAL PROMOTION PIECES 

 
Business Cards 
 - beauty is simplicity. 
 - appeal to your target market. 
 - try to capture the essence of your practice. 
 - don't turn your business card into a brochure. 
 - no abbreviations. 
 - emphasize name and phone number. 
 
 
Gift Certificates and Discount Coupons 
 - consider layout and using the paper wisely. 
 - select a size that easily fits standard envelopes. 
 - use borders and graphics to create interest. 
 
 
Brochures and Promotional Flyers 
 - focus on benefits 
 - tell others  how your service will make a difference in their well being. 
 - use common language; make it easy to read. 
 - be creative, use photos and drawings to make it attractive. 
 - establish credibility. 
 
 
First Massage handout 
 - a history or brief description of massage. 
 - what the client received. 
 - what to expect as a result of the massage. 
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Introductory handout or flyer 
 - what is massage. 
 - what your specialty is. 
 - what are the benefits of your massage. 
 - price list. 
 
 
Introduction letter 
 - why are you writing, who referred you. 
 - what type of service you provide. 
 - connect massage to the persons business. 
 - state when you will call to set an appointment to meet. 
 
Web Site 
 what is your service 
 who will benefit 
 price list 
 how to schedule an appointment 
 
Print Ad 
 what is your service 
 how to contact you 
 
 
ALWAYS, ALWAYS, ALWAYS Include your name and telephone 
number on all your handouts and information.  ALWAYS. 
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MARKETING METHODS 
 

PERSON-TO-PERSON 

 
Word of mouth referrals  

Most effective, based on relationship cultivation (inherent trust and rapport) 

ASK for referral: 

  *clients   *present and former co-workers 

  *family   *other health professionals 

  *shop owners 

  *friends 

 

Offer referral incentives 

 

Networking  

 *Who do you know?  Who do they know? 

  

 *What can you do for them?  What can they do for you? 

 

 *How can you access the network of a Person of Influence? 

 

Barter and trade  

  *typists     *mechanics   *teachers 

  *hairdressers   *graphic artists  *counselors 

  *graphic artists  *tax preparers 

  *acupuncturists  *massage therapists    

 

 

VISUAL MARKETING 
 

USE YOUR BUSINESS CARDS 

 Always carry several with you and exchange cards with others. 

 

FLYERS AND BROCHURES 

- May be distributed in combination with any marketing method as a 

reinforcement to your message and/or campaign 

 

  *health food stores   *book stores 

  *community centers   *sports stores 

  *airline lounges    *theaters 

  *hospital break rooms  *dance studios 

  *churches      *coffee houses 
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PROMOTIONS 

 

Coupons 
  *introductory massage special   *2 for one 

  *birthday or holiday special    *pregnancy series 

  *discount after receiving a number of massages or providing referrals 

 

Promotional Gift Certificates 

  *church raffles       *travel clubs 

  *employer holiday parties    *pregnancy classes 

  *non-profit donations     *fitness/Tai Chi classes 

 
Massage Parties 

 

Direct Mail  

 Sending letters of introduction, announcements, speaking engagements 

 - Mailing list derived from database (current & prospective clients) 

 - May consist of purchased leads 

 

  *medical doctors     *exercise clubs    

  *chiropractors     *senior citizen centers 

  *prospective clients    *current & former clients 

  *psychologists     *counselors 

 

 

ELECTRONIC MARKETING 

 
*Website/blog    *Opt-in email promotions 

*e-Newsletters    *Podcasts/YouTube videos and multimedia 

 

COOPERATIVE MARKETING 
 

- Joint promotions with other businesses 

- Share expenses, distribution 

 

  *health club    *weight loss clinics 

  *restaurant    *tax preparer 

  *beauty salon   *maternity shops 
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PUBLIC SPEAKING and PRESENTATIONS 
 

Presentations  

 - Describe Unique Selling Proposition, possibly to include brief demos 

 

  *women's groups *business clubs 

  *birthing classes *PTA 

  *specialty conventions and seminars *Chamber of Commerce 

  *post-surgical patients *church groups 

  *Toastmasters 

 

Workshop 

  *Learning Annex     *businesses       

  *Crisis Center     *health and wellness groups 

  *Travel Clubs      *social service agencies 

  *hospice 

 

Demonstrations at events  

  *trade shows      *salon openings 

  *conventions      *holiday parties at galleries 

  *health fairs      *craft shows 

  *conferences 

 

Media 

 Develop news release, promotional specials, send announcements,  

  *radio or tv 

  *special guest on health related programs 

 

WRITING and PUBLISHING 

 
Educate, build credibility 

  *magazine / newsletter articles / blog 

  *health column 

 

Newsletter  

  *client mailing list    *health clubs 

  *rehabilitation centers   *senior citizens centers 

  *coaches       *athletic teams/trainers 

  *personal fitness trainers 
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ADVERTISING 
 

- Target market information with demographics and psychograhics is important 

here to get most effective use of advertising place and money.  

 

Considerations:  Greater exposure, less specific target, greater expense 

Repetition of your message, multiple exposures 

Create name recognition 

      Be explicit in type of message you do. 

 

Directory & catalogue listings 

  *holistic health and complimentary therapy publications & directories 

  *yellow pages     *community directory 

  *business directories   *membership directories 

 

Signs 

  *T shirts, coffee/tea mugs, mouse pads, and other misc. promotional items 

  *Business vehicle decals  *Magnets 

  *Store windows     *bus, trolley, or taxi 

  *license plate holder 

 

Newspapers and other publications 

  *newspaper display ad   *church bulletins 

  *theater programs    *business publications 

  *classified ads 

 

 

VOLUNTEER YOUR SERVICE 
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Effective July 1, 2001 
 

LEGALITIES 
(in a nutshell) 

Applies to the city of San Diego only, any other area-check with local licensing 
For San Diego, contact Police Dept. for application and information. please contact the 
Police Dept. for most current charges. 
 
Massage Trainee Permit = 200hrs. training 
 - License to touch, must work for someone who has a business license  
  (as their employee) 
 - Steps to getting it: police dept. application, fingerprints, photo, and fees 
 - Must complete requirements for Massage Therapist Lic. within 2 years. 
 - May not be extended or renewed. 
 
Massage Therapist Permit = 500 hrs. training 
 - Must pass National Certif. Exam in addition to training 
 - May obtain both Business Tax Certif. & Off-Premises Permit to work for self. 
 - Steps to getting it: police dept. application, fingerprints, photo, and fees 
 - Renewal requires 12 hrs. Cont. education. 
 
Business Tax Certificate = avail. to any business owner in city 
 - Need if you are working as an independent contractor (business owner) 
 
 
Off-Premises Permit = outcall, going to clients home or working several locations as 
independent contractor, must have both Massage Therapist. & Bus. Lic. to apply. 
 - Means you will work not work at a fixed location 
 
Holistic Health Practitioner (HHP) Permit = 1000hrs. training 
 - Must pass National Certif. Exam in addition to training 
 - Allows you to work for self, may work from fixed location, do outcall or both. 
 - Renewal requires 12hrs. Cont. Ed. 
 
Holistic Health Practitioner (HHP) Business Permit = 1000hrs. training 
 - Allows you to hire either employees (HHP or Massage Therapist) or 
  have contractors working with you. 
 - Required for those in a group practice at a fixed location or those sharing space. 
 
Massage Establishment Lic. = available to anyone with or without Massage training 
 - is a type of business lic. 
 - Requires Police Dept., Health Dept. and Fire Dept. inspections 
 - Allows you to work at a fixed location (office, spa, clinic) 
 - Allows you to hire Massage Trainees or Therapists. 

 please see other side => 
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Rules and Regulations to operate as a Massage Trainee/Therapist/HHP: 
 
 - May only operate between hours of 6am - Midnight 
 - Must drape clients appropriately (specified anatomical areas covered) 
 - Must dress appropriately, opaque clothing covering from neck to 3 in. below crotch 
 - Must wear name tag, with name as it appears on police permit 
 - Must not intentionally touch specified anatomical areas of client 
 - Must include permit number on any and all advertising media 
 - Must only offer those services which are conspicuously posted 

- Must advise clients of regulations regarding draping, and touching of specified 
anatomical areas prior to session. (either by posted sign or on intake form). 

 - All linens, tools and equipment must be kept safe and sanitary 
 
Zoning Regulations = if you live in a residential area: "you may operate a business out of 
your home, but you cannot have employees come there or clients come there."  If you live 
in a commercially zoned area then it is okay to work out of your home (if you are not a 
HHP, you will need to set-up as a Massage Establishment.)  Best to get an office or other 
professional space; or go to clients.   
 
Fictitious Name Statement (DBA) = needed for anyone calling their business a name other 
than their own personal name.  Obtain from county clerk's office: check to make sure no 
one else is using that name, complete application, pay fees, publish in newspaper.   
 
 
 
 

52



53

rdunbar
Text Box



54

rdunbar
Text Box



55

rdunbar
Text Box



56

rdunbar
Text Box



57

rdunbar
Text Box



58

rdunbar
Text Box



59

rdunbar
Text Box



60

rdunbar
Text Box



61

rdunbar
Text Box



62

rdunbar
Text Box



63

rdunbar
Text Box



64

rdunbar
Text Box



65

rdunbar
Text Box



66



67

rdunbar
Text Box



68

rdunbar
Text Box



69

rdunbar
Text Box



70

rdunbar
Text Box



71

rdunbar
Text Box



72

rdunbar
Text Box



73

rdunbar
Text Box



74

rdunbar
Text Box

rdunbar
Text Box



75

rdunbar
Text Box

rdunbar
Text Box



NEGOTIATING CONTRACTS 

This information may also be helpful during a hiring interview as a checklist 

for reviewing the important aspects of the Job. 

These are guidelines for writing an independent contractor agreement.  This list of suggestions does not 

constitute legal advise and should not be a substitute for professional legal services.  In all cases, it is wise 

to seek approval of any contractual agreements with an attorney. 

 

1) PAYMENT: clearly define employee vs. independent contractor, will you be 

paid at an hourly rate  or a percentage of income generated, who collects client 

payments. 

 

2) PAYCHECK: how often, paid in full (or wait for insurance payment?), tips 

included in paycheck or paid out immediately. 

 

3) REFERRAL FEES:  rewards for referring clients to the business. 

 

4) BUSINESS CARDS: can you use your own personal ones, or have your name 

and title put on theirs?  who pays for these. 

 

5) LENGTH OF SESSIONS:  types of sessions you will provide, time in between 

sessions, scheduling  availability, who will book sessions, how much notice will 

you receive regarding bookings, set hours or on-call, on premises during 

scheduled hours or come in when booked only. 

 

6) OFFICE USE:  phone usage, water, keys, equipment, towels, copy machine, 

computer, storage, visitors.  

 

7) EXTRA JOBS:  are you required/expected to do anything other than massage:  

cleaning, laundry, filing, bookkeeping, collect fees, book clients, answer phones, 

etc. 

 

8) WHO PROVIDES WHAT:  massage table, lotion, oil, linens, bolsters, 

chair/stool, heat source, fan, music, lighting, clock, receptionist, etc. 

 

9) INSURANCE: malpractice insurance, business  (fire, theft, liability) insurance; 

amount required. 
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10) RECORD KEEPING:  do you keep your own set of records and/or an office 

set. 

 

11) NO SHOW: policy and payment in the case of client no show's. 

 

12) OFFICE POLICIES:  eating area, dress code, waiting room, trades for services, 

free to employees, kids in the office. 

 

13) BUSINESS PROMOTIONS:  amount of time you are expected to participate 

in promotions, will you be paid or are these free, are you expected to refer in a 

certain number of clients to the business. 

 

14) DISCOUNTS & SPECIALS:  promotional pricing for services, who loses the 

pay:  you or the business, are there any family benefits for services, discounts on 

products sold by the business. 

 

15) DISTRIBUTIONS:  can you give out to clients - exercise handouts, health 

information, educational handouts, product samples, etc. Who will provide 

these? 

 

16) PRIVATE CLIENTS:  how will this be handled, courtesy to check with 

employer prior to either seeing personal clients in office or working with a client 

outside of office. 

 

17) LENGTH OF CONTRACT: how long is it in effect, guidelines for 

termination. 

 

18) COMPETITION CLAUSE: working for competitors -  acceptable or not. 

 

19) DISPUTE CLAUSE:  in the case of a dispute, what are your rights, options. 
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Business Plan 

 

Rev. 10/07 

BUSINESS PLAN ELEMENTS 
 
 
 
Owner's Statement 
 
Vision & Goals 
    
Definition of the Business 
  
Describe your Philosophy  
 
Marketing Plan: 
 Define your 3 Target Market Profiles 
  Specifics 
  Descriptive statement 
 Define your Marketing Methods 
   
 Define your Client Retention strategies  
 
Financial Plan: 
 Fees & Income Projections 
 
 Business Expenses 
     
 Forecasts- Income & Expenses 
 
Client Policies 
  
Insurance and Legalities      
 Business and personal requirements 
 Business form and licensing requirements 
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Business Plan 

 

Rev. 10/07 

 
 

BUSINESS PLAN 

for 

  

 

  

  

 

 

Completed on 

  

 

 

  

 

 

Owner's Name   

Business Name   

Business Address   

  

Business Phone   
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Business Plan 

 

Rev. 10/07 

 

Business Definition 
 

Describe the major services offered - 
 

 

 

 

 

 

 

 

 

 

 

 

Unique Features - 
Describe the unique features  which distinguishes your practice from others, such as your experience, variety of 
services/techniques, pricing, locations, hours, credit terms, products used or sold. 
 

 

 

 

 

 

 

 

 

 

 

 

 

List the other services/special products offered - 
 

 

 

 

 

 

 

Describe your location - 
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Business Plan 
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Vision and Goals 
 
Career Vision: My career and life vision for the next three years, 
 from  ____________through _______________is: (write a descriptive paragraph)  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
My Major Goals For The Next Year (Year 1) Are - 

State at least eight (5 of which are career oriented) goals which support the achievement of your 

vision. 
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Business Plan 

 

Rev. 10/07 

Vision and Goals (continued) 

My Major Goals For The Next Two Years (Year 2) Are - 

State at least eight (5 of which are career oriented) goals which support the achievement of your 

vision. 

 
 
 
 
 
 
 
 
 
My Major Goals For The Next Three Years (Year 3) Are - 

State at least eight (5 of which are career oriented) goals which support the achievement of your 

vision. 
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Business Plan 

 

Rev. 10/07 

  

PHILOSOPHY 
Write a descriptive statement about your philosophy (your values and beliefs) about the nature of well-
being and your particular approach to health; including the role of Massage & Bodywork in that scheme. 
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Business Plan 
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PRIMARY TARGET MARKET PROFILE #1 
Target: _______________________________ 

Identify your target by either a style of bodywork, a specific group/population you will serve, or an 
occupation group. 

What are the typical occupations of your clients? (Choose no more than five) 
 
 
 
 
 
 
To which cultural and special interests groups do your clients belong? 
 
 
 
 
 
 
What are attitudes, beliefs and values about health care do your clients hold? 
 
 
 
 
 
 
What are the reasons your clients use your services? 
 Primary - 
 
 
 Secondary - 
 
 
What is the percentage of males?      %   Females?       % 
 
 
What is the average educational level of your clients? 
 
 
What is the average income level of your clients? 
 
 
What is the average number of sessions per client? (over a year) 
 
 
How many clients come in weekly?  bimonthly? 
 monthly?  more than once a week? 
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Business Plan 
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PRIMARY TARGET MARKET PROFILE #2 
Target: _______________________________ 

Identify your target by either a style of bodywork, a specific group/population you will serve, or an 
occupation group. 

What are the typical occupations of your clients? (Choose no more than five) 
 
 
 
 
 
To which cultural and special interests groups do your clients belong? 
 
 
 
 
 
 
What are attitudes, beliefs and values about health care do your clients hold? 
 
 
 
 
 
 
What are the reasons your clients use your services? 
 Primary - 
 
 
 
 Secondary - 
 
 
What is the percentage of males?      %   Females?       % 
 
 
What is the average educational level of your clients? 
 
 
What is the average income level of your clients? 
 
 
What is the average number of sessions per client? (over a year) 
 
 
How many clients come in weekly?  bimonthly? 
 monthly?  more than once a week? 
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Business Plan 
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PRIMARY TARGET MARKET PROFILE #3 
Target: _______________________________ 

Identify your target by either a style of bodywork, a specific group/population you will serve, or an 
occupation group. 

What are the typical occupations of your clients? (Choose no more than five) 
 
 
 
 
 
To which cultural and special interests groups do your clients belong? 
 
 
 
 
 
 
What are attitudes, beliefs and values about health care do your clients hold? 
 
 
 
 
 
 
What are the reasons your clients use your services? 
 Primary - 
 
 
 
 Secondary - 
 
 
 
What is the percentage of males?      %   Females?       % 
 
 
What is the average educational level of your clients? 
 
 
What is the average income level of your clients? 
 
 
What is the average number of sessions per client? (over a year) 
 
 
How many clients come in weekly?  bimonthly? 
 monthly?  more than once a week? 
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Business Plan 

 

Rev. 10/07 

PRIMARY TARGET MARKET DESCRIPTION #1 

 

Write a narrative paragraph describing one typical (or ideal) client from this target market, including 
demographic and psychographic descriptions. [reference pages 345 - 347 in Business Mastery for sample]  
Be as specific as possible list names of neighborhoods, stores, places of worship, local organizations, 
companies, etc. 
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PRIMARY TARGET MARKET DESCRIPTION #2 

 

Write a narrative paragraph describing one typical (or ideal) client from this target market, including 
demographic and psychographic descriptions. [reference pages 345 – 347 in Business Mastery for sample]  
Be as specific as possible list names of neighborhoods, stores, places of worship, local organizations, 
companies, etc. 
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PRIMARY TARGET MARKET DESCRIPTION #3 

 

Write a narrative paragraph describing one typical (or ideal) client from this target market, including 
demographic and psychographic descriptions. [reference pages 345 – 347 in Business Mastery for sample]  
Be as specific as possible list names of neighborhoods, stores, places of worship, local organizations, 
companies, etc. 
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Marketing Plan 
Based on your target market profile, identify three primary (and different) marketing methods and plan 
how you will use them to develop your business.  Plans must be specific. You may want to have three 
specific methods for each of your target Markets 

Marketing Method #1:          
  
 Marketing Goal -  
 
 Who specifically does this goal target? 
 
 What steps are necessary to implement it? 
 
 What is the timeline? 
 
 What is the budget? 
 
Marketing Method #2:              
  
 Marketing Goal -  
 
 Who specifically does this goal  target? 
 
 
 What steps are necessary to implement it? 
 
 
 
 What is the timeline? 
 
 What is the budget? 
 
Marketing Method #3:          
 
 Marketing Goal -  
 
 Who specifically does this goal  target? 
 
  
 What steps are necessary to implement it? 
 
 
 
 What is the timeline? 
 
 What is the budget? 
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CLIENT RETENTION 

 
Define at least three strategies to maximize client retention for each area listed. 

 

PRE-SESSION 

 

 

 

 

INITIAL SESSION 

 INTERVIEW 

 

 

 

 

 SESSION 

 

 

 

 

 POST-INTERVIEW 

 

 

 

 

FOLLOW-UP 

 INITIAL 

 

 

 

 

 ON-GOING 

 

 

 

 

DOCUMENTATION 

 

 

 

EDUCATION for CLIENTS 
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Business Plan 
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CLIENT POLICIES 
Define your hours of availability, your session structure and policies for client interaction. 

 
APPOINTMENT SCHEDULING 
 

Day Hours 
Monday  
Tuesday  
Wednesday  
Thursday  
Friday  
Saturday  
Sunday  

 
 
APPOINTMENT DURATION 
 

Regular Session  
Partial Session  
Special Session  
  
Time between appointments  

 
 
CANCELLATIONS & NO SHOW POLICY- 
 
 
 
 
 
 
 
 
GIFT CERTIFICATES- (Used by, unused, transferability, etc.)  
 
 
 
 
 
REFUNDS- 
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FEES 
Define the specifics for each of the session types that apply to your practice.  If you will not offer a service 
listed, please delete, add any additional types of sessions as necessary or write N/A next to it.  Be sure that 
the sessions described match the sessions listed on your Client Policies page. 
 

1. FEES FOR THE FOLLOWING SERVICES ARE: 

Full Session $   

Partial Session $   

Introductory Session $   

Session Packages $   
   
Special Situations:   

 Professional 

Courtesy 

$   

 Referral Discount $   

 Promotional 

Discounts 

$   

Sliding Scale Fees $   
 

 

2. PLANS FOR INCREASING FEES: 

 Date:   Fee $  
 Date:   Fee $  
 
Policy on increasing fees for current clients: 
 
 
 For new clients: 
 
 
 For previous clients: 
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3. PROJECTED AVERAGE WEEKLY CLIENTS: 

 
FIRST YEAR 

 
1st six months from  to  

 
  Fee 

($) 
 # Average 

Weekly 
Clients 

   Projected 
Monthly 

Income 
Full Session   x   x 4.2 =  
Discounted Sessions         
 Partial         
 Introductory         
 Other         
      TOTAL $  
 
2nd six months from  to  

 
  Fee 

($) 
 # Average 

Weekly 
Clients 

   Projected 
Monthly Income 

Full Session   x   x 4.2 =  
Discounted Sessions         
 Partial         
 Introductory         
 Other         
      TOTAL $  
 

SECOND YEAR 
 
1st six months from  to  

 
  Fee 

($) 
 # Average 

Weekly 
Clients 

   Projected 
Monthly 

Income 
Full Session   x   x 4.2 =  
Discounted Sessions         
 Partial         
 Introductory         
 Other         
      TOTAL $  
 
2nd six months from  to  

 
  Fee 

($) 
 # Average 

Weekly 
Clients 

   Projected 
Monthly 

Income 
Full Session   x   x 4.2 =  
Discounted Sessions         
 Partial         
 Introductory         
 Other         
      TOTAL $  
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BUSINESS EXPENSES 
Provide estimates for anticipated business expenses for each period from the previous income projections. 
 
Year 1: 1st six months from  to  

 
  

Monthly  

Periodic 
(per 

annum) 

 Periodic 
(amortized 
per month) 

Rent       
Utilities       
Communication        
 Business landline/fax      
 Mobile phone      
 High-speed Internet      
 Web site/host      

 
Email host/bulk 
mailer 

     

Bank fees        

 
Credit card 
processing 

     

 Other fees      
Supplies        
 Office      
 Massage      
Insurance       
Professional Society 
Dues  

     

Education (CEUs)       
Business automobile       
Marketing        
 Postage      
 Design fees      
 Stationery      
 Business cards      
 Promotion      
Repair, cleaning, 
maintenance, laundry  

     

Travel       
Business loan 
payments  

     

Licenses and permits       
Professional fees       
Equipment       
Furniture & fixtures       
Decorations       
Inventory       
Salary/draw       
Staff/payroll       
Other       
TOTAL EXPENSES $  $  $  
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BUSINESS EXPENSES (continued) 
 

Year 1: 2nd six months from  to  

 
  

Monthly  

Periodic 
(per 

annum) 

 Periodic 
(amortized 
per month) 

Rent       
Utilities       
Communication        
 Business landline/fax      
 Mobile phone      
 High-speed Internet      
 Web site/host      

 
Email host/bulk 
mailer 

     

Bank fees        

 
Credit card 
processing 

     

 Other fees      
Supplies        
 Office      
 Massage      
Insurance       
Professional Society 
Dues  

     

Education (CEUs)       
Business automobile       
Marketing        
 Postage      
 Design fees      
 Stationery      
 Business cards      
 Promotion      
Repair, cleaning, 
maintenance, laundry  

     

Travel       
Business loan 
payments  

     

Licenses and permits       
Professional fees       
Equipment       
Furniture & fixtures       
Decorations       
Inventory       
Salary/draw       
Staff/payroll       
Other       
TOTAL EXPENSES $  $  $  
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BUSINESS EXPENSES (continued) 
 

Year 2:  1st six months from  to  

 
  

Monthly  

Periodic 
(per 

annum) 

 Periodic 
(amortized 
per month) 

Rent       
Utilities       
Communication        
 Business landline/fax      
 Mobile phone      
 High-speed Internet      
 Web site/host      

 
Email host/bulk 
mailer 

     

Bank fees        

 
Credit card 
processing 

     

 Other fees      
Supplies        
 Office      
 Massage      
Insurance       
Professional Society 
Dues  

     

Education (CEUs)       
Business automobile       
Marketing        
 Postage      
 Design fees      
 Stationery      
 Business cards      
 Promotion      
Repair, cleaning, 
maintenance, laundry  

     

Travel       
Business loan 
payments  

     

Licenses and permits       
Professional fees       
Equipment       
Furniture & fixtures       
Decorations       
Inventory       
Salary/draw       
Staff/payroll       
Other       
TOTAL EXPENSES $  $  $  
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BUSINESS EXPENSES (continued) 
 

Year 2:  2nd six months from  to  

 
  

Monthly  

Periodic 
(per 

annum) 

 Periodic 
(amortized 
per month) 

Rent       
Utilities       
Communication        
 Business landline/fax      
 Mobile phone      
 High-speed Internet      
 Web site/host      

 
Email host/bulk 
mailer 

     

Bank fees        

 
Credit card 
processing 

     

 Other fees      
Supplies        
 Office      
 Massage      
Insurance       
Professional Society 
Dues  

     

Education (CEUs)       
Business automobile       
Marketing        
 Postage      
 Design fees      
 Stationery      
 Business cards      
 Promotion      
Repair, cleaning, 
maintenance, laundry  

     

Travel       
Business loan 
payments  

     

Licenses and permits       
Professional fees       
Equipment       
Furniture & fixtures       
Decorations       
Inventory       
Salary/draw       
Staff/payroll       
Other       
TOTAL EXPENSES $  $  $  
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FORECAST 
Forecast for specific months when a change occurs; such as an increase in rates, volume of clients seen, loss 
or addition of employment income, addition of products for sale, increase or decrease in Business Expenses 
or Personal Expenses. 

 

INCOME  MONTH 

         

 Clients (# x $) 
 (from previous page) $  $  $  $  

 Products $  $  $  $  

 Employment $  $  $  $  

 Other $  $  $  $  

1.  TOTAL INCOME $  $  $  $  

         
EXPENSES 
 Business: 
  Monthly $  $  $  $  

  Periodic $  $  $  $  

2.  Total Business $  $  $  $  

         
 Personal: 
  Monthly $  $  $  $  

  Periodic $  $  $  $  

3.  Total Personal $  $  $  $  

         
4.  Taxes 
(Business income – 
Business expenses) x 25% $  $  $  $  

         
5.  TOTAL EXPENSES 
(Line 2 + 3 + 4)         

         
NET PROFIT/LOSS 
(Line 1 – Line 5) $  $  $  $  
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BUSINESS ORGANIZATION 

 

 

INSURANCE - Indicate which insurance you plan to obtain, with desired amount of coverage and 
effective date. 
 
 
 Professional Liability 
 
 
 
 Business Liability 
 
 
 
 Property/Renter’s 
 
 
 
 Fire and Theft 
 
 
 
 Auto 
 
 
 
 Medical 
 
 
 
 Disability 
 

 

 

LEGAL ISSUES 

 

 
 Form of business: 
 
 Fictitious name: 
 
 Practice license: 
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Research Article 

ASSIGNMENT 

 

 

Read an article reporting on a research study.  Write a one-page report and 

answer the following questions in the report. The report must be typed. Attach 

a copy of the research article to your write-up. 

 

1. What specifically is the question or hypothesis being examined by this 

research?  

2. How was the research conducted? Give a brief description. 

3. How large a research sample was used? 

4. What were the results of the study?  

5. What were the conclusions of the study?  

6. Do you think the conclusions logically follow from the study? 

7. Who sponsored the research? 

8. What are the limitations of this particular study? 

9. What was of interest to you about this study? 

 

 

Make sure your article is based on a specific research study. If it is, the 

information for question #1-5, and #7 will be readily available. Questions #6, 8, 

and 9 are based on your critical evaluation of the research information 

presented. 

 

The intention of this assignment is for you to find some helpful scientific data 

to support your Benefits listed in your Marketing.  It is best to find an article 

that directly relates to one of your Target Markets or to the Type of Bodywork 

you specialize in providing to clients. 
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Forms for Creating a Professional Practice 

Competitive Market Analysis 

 
 

 

Competitor: _______________________________________ Phone: _________________ 

 

Location: _____________________________________________________________________ 

 

Length of time in Business: __________ Hours: ______________________________________ 

 

Services: _____________________________________________________________________ 

 

Brochure: ________ Price List: __________ Other Promotional Materials: ___________ 

 

Date of Visit: ____________________ Proximity to my Location: __________ 

 

Overall how was your visit? ______________________________________________________ 

 

Rate the facility:   1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Initial Contact on Phone:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Professionalism:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Session Design:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Technique Application:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Ambiance:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

Price/Value:  1   2   3   4   5   6   7   8   9   10   (1 poor => 10 excellent) 

 

What kind of clientele? __________________________________________________________ 

 

Strengths: _____________________________________________________________________ 

 

Weaknesses or Limitations: _______________________________________________________ 

 

_____________________________________________________________________________ 

 

Other Comments on Visit: ________________________________________________________ 

 

_____________________________________________________________________________ 

 

 

Completed by: _______________________________________________ 
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WORKSHEET:  

PERSONAL EXPENSES 

    

     
  Estimated   

REGULAR MONTHLY  Monthly Cost  x 12 
Housing: Rent/ Mortgage  $  $ 

Utilities: SDG&E, Water, CableTV, 
other 

 $  $ 

Utilities: Phone  $  $ 
Auto: Payments, gas  $  $ 

Food: Groceries  $  $ 
Food: Dining out  $  $ 

Household supplies  $  $ 
Clothing: Purchase & cleaning, etc.  $  $ 

Entertainment  $  $ 
Contributions  $  $ 

Personal Care: Hair, toiletries, etc.  $  $ 
Health: Club membership, 

supplements, etc. 
 $  $ 

Miscellaneous Cash  $  $ 
Education, Books & publications  $  $ 

Savings  $  $ 
Debt:   $  $ 

  Loans-Payments & interest  $  $ 
  Credit Cards-Payments & finance 

charge 
 $  $ 

     
TOTAL REGULAR EXPENSES:  $  $ 

     
     

PERIODIC EXPENSES  divide by 12   Annual Cost 
Insurance:  $  $ 

  Health  $  $ 
  Life  $  $ 

  Long Term Disability  $  $ 
  Homeowner/Renter  $  $ 

Auto:  $  $ 
  Registration  $  $ 

  Repair/Maintenance  $  $ 
Health:  $  $ 

  Medical  $  $ 
  Vision  $  $ 
  Dental  $  $ 
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Miscellaneous  $  $ 
Gifts & Holidays  $  $ 

Travel  $  $ 
Home:  $  $ 

  Repair  $  $ 
  Maintenance  $  $ 

  Property Taxes  $  $ 
Retirement:  $  $ 

  IRA  $  $ 
  SEP/KEOGH  $  $ 

     
TOTAL ANNUAL PERIODIC:  $  $ 

  Monthly  Annual 

TOTAL EXPENSES:  $  $ 
     
 

132



133

rdunbar
Text Box



134

rdunbar
Text Box



135

rdunbar
Text Box



136

rdunbar
Text Box



Financial Affirmations for Affluence 

 

* I honor my integrity in all I do. 

* I congratulate myself often. 

* I give myself permission to have what I want. 

* My beliefs create my reality. 

* I choose beliefs that bring me aliveness and growth. 

* My value and worth are increased by everything I do. 

* My fears are the places within me that await my LOVE. 

* I speak of  success and prosperity. 

* I live in an abundant world. 

* The Universe is safe, abundant and friendly. 

* I expect only the best to happen, and it does. 

* I accept prosperity and abundance into my Life. 

* I am linked with the unlimited abundance of the 

 Universe. 

* As I do what I love, money and abundance flow freely to 

 me. 

* I am alert to my opportunities, and I use them well. 

* I let go easily, trusting that nothing leaves my life 

 unless something better is coming. 

* I create what I want easily and effortlessly. 

* I am abundantly provided for as I  follow my Path. 

* People value and honor my work. 

* As I give, I receive. 

* The greatest gift you give others is the example of your 

 own Life working. 

* My prosperity prospers others. 

* I have abundance in every area of my Life. 
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Strategies To Overcome Barriers 

  

 * Clarify your values and live your values 

 * Be attentive to your personal process 

 * Do self evaluating, clearing, counseling, if necessary. 

 * Become aware of your conscious and unconscious agendas 

 * Set clear goals 

 * Focus on your goals not the barriers 

 * Become a calculated risk taker 

 * Be informed and involved in your profession  

 * Keep balanced 

 * Learn from your past 

 * Know your career is built one step at a time 

 * If you are repeating your negative past, get help 

 * Create a positive support system 

 * Keep things in perspective 

 * Create, affirmations to neutralize your barriers 

 * Nurture your self 

 * Ask for help-utilize mentors, advisors, colleagues 

 * Continue your professional growth 

 * When it gets hard, or fear and frustration comes up,   
  recommit to your work 
 

 * Pay yourself-salary, benefits, insurance, and investments for  
  your future 
 

 * Cultivate acceptance and non-judgment 

 * Live in gratitude 

 * Be willing to let your work be a process, not an event 

 * It will go up and it will go down. When it goes up, you are not 
  done; when it goes down it's not the end of your work.  Feel  
  the emotion but don't get invested in it. 
 

 * Play a little everyday.  Have fun. 
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