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Coaching Conversation Worksheet

A structured approach to preparing for every coaching conversation.

EMPLOYEE INFORMATION
Employee Name: Position:

Leader: Date:

COMMITMENT UPDATE
How did you do on commitments from our last conversation?

FOCUS
What is the goal? What activities lead to results?

REALITY
What's actually happening? Any challenges or training gaps?

How do you see the situation? Where are you aligned?
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NEXT STEP

What will you do? What do you recommend?

TIME

When will it happen? What cadence makes sense?

NOTES

Additional observations, questions, or follow-ups.

PROPOSED COMMITMENT

What will you do before our next conversation?
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Example: David Chen

A completed worksheet showing the FRONT framework in action.

EMPLOYEE INFORMATION
Employee Name: David Chen Position: Senior Financial Advisor

Leader: M. Reyes Date: October 22

COMMITMENT UPDATE
How did you do on commitments from our last conversation?

Held 58% referral conversion through Q3. Dropped to 44% in October after the new lending product launched
October 1.

FOCUS
What is the goal? What activities lead to results?

Return to 55%+ referral conversion. Strengthen discovery on the new lending product.

REALITY
What's actually happening? Any challenges or training gaps?

Volume and client rapport remain strong. Discovery calls have been running long since the product launch disrupted
the usual consultation flow.

How do you see the situation? Where are you aligned?

The drop is real and tied to the new product workflow. The added disclosure step adds about 15 minutes and pushes
the consultation off its usual rhythm.

NEXT STEP
What will you do? What do you recommend?

Complete the product refresher by Thursday. Shadow two peer consultations Friday (Priya Tuesday, Marcus
Thursday). Roll out a revised consultation agenda starting Monday.
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TIME
When will it happen? What cadence makes sense?

Start Monday, October 27. Follow-up Wednesday, October 29, for 15 minutes to review three recent consultations.

NOTES
Additional observations, questions, or follow-ups.

Volume is healthy. Issue is workflow disruption, not effort. Use the new agenda template as a checkpoint over the
next two weeks.

PROPOSED COMMITMENT
What will you do before our next conversation?

Return to 55%+ referral conversion by the October 29 check-in, executing the refresher and shadowing plan above.
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