
 

 

 

COI Follow Up Guide 

 

Once you have completed your interviews and created your Summary of Findings, 
including your proposed process, then it is time to follow up with those Center of 
Influences.   

 

Follow Up with top COIs 

 

You do absolutely want to follow up with everyone you met with.  You will want to 
do a in person/zoom/phone meeting with all of your A’s and B’s if possible.  My 
recommendation is to contact them to set up a time to talk.  Here is a sample script 
you can use: 

 

Dear [First Name]: 

 

I wanted to let you know that I’ve now completed over 10 [x] research 
interviews and have had some incredible realizations on how I can help my 
clients get from where they are now to where they want to be.  You were 
instrumental in helping me with these realizations! Thank you, again, for 
being a significant contribution to this research project.   

 

I’ve put together a Summary of Findings that looks at the major themes 
that have emerged through the interview process.  I think you will find them 
very intriguing!  I would love to set up a short follow up meeting/phone call 
to review the findings with you and ask a few additional follow up questions.  
Would you be willing to sit down with me in the next few weeks?   

 



 

 

 

Feel free to pick a time on my calendar here [link] to pick a time that works 
best for you.   

 

Once you have scheduled those follow ups, send a confirmation email the day 
before your meeting with a copy of the Summary of Findings. 

 

Dear [First Name] 

 

I look forward to our meeting at [insert time/place] tomorrow.  I’ve taken the 
liberty to include the Summary of Findings that I’ll be reviewing with you.  If 
you have a chance to look at it before our meeting, great.  I will be going 
through it at a high level with you in our meeting tomorrow, as well.   

 

Thank you again, for your time! 

  

If you haven’t heard back from a top COI to schedule a meeting, do try to follow up 
with them again.  If after two tries you haven’t heard from them, I would encourage 
you to send them the Summary of Findings.  Here is a sample email you could 
send: 

 

Dear [First Name] 

 

Since I haven’t heard from you about meeting up again, I wanted to get you 
the Summary of Findings from my research interviews, as promised.  I was 
particularly taken by [insert a few of your major takeaways]. 

 

You’ll see in the Summary of Findings that I’ve put together a coaching 
process to address the biggest needs, desires and challenges my target 



 

 

 

client faces.  I’d love to get your feedback on whether you feel my process 
“hits the nail on the head” and any suggestions you have to make it even 
better.   

 

Thank you, again, for your contribution to this research.  I really enjoyed our 
time together and felt it was extremely valuable.  I hope you got value from 
our time together, as well as the attached Summary of Findings.   

 

Following up with Other COIs 

 

There are always some COIs that turn out not to be major Centers of Influences for 
you going forward.  It could be that you met with them about a niche you didn’t 
end up pursuing, or they ended up not really being a great interview or the right fit 
for your research.  Nevertheless, you want to follow up with these folks as promised, 
with a copy of your Summary of Findings, even if it is about a different niche.  Here 
are some sample emails you can send: 

 

COI from a niche you didn’t end up pursuing: 

  

Dear [First Name] 

 

Thank you, again, for meeting with me as I explored different niches in order 
to hone my coaching practice to really make a significant difference with 
my clients.   

 

I ultimately decided not to focus on the Niche we discussed.  Instead, I chose 
to focus on [insert niche] because [insert reason – more resonant; more 
interest from the clients, etc].   

 



 

 

 

I put together a Summary of Findings for the [insert client niche here] and 
wanted to share it with you so you know where I ultimately decided to focus 
with my coaching practice.  I hope you find it intriguing!   

 

[If there is any overlap between the ultimate niche and the niche you 
interviewed for, point out the correlations you did find] 

 

Thank you, again, and please don’t hesitate to contact me with any 
questions or feedback! 

 

COI for a “C” in the niche you are pursuing 

 

Dear [First Name]: 

 

I wanted to let you know that I’ve now completed over [x number] research 
interviews and have had some incredible realizations on how what my 
clients really need to help them get from where they are now to where they 
want to be.  Thank you for helping me with these realizations!  

 

I’ve put together a Summary of Findings that looks at the major themes 
that have emerged through the interview process which I have attached.  I 
think you will find them very intriguing!   

 

I would love to hear any thoughts or feedback you have on what I have put 
together, if you would be willing to share. 

 

Thank you, again, for being a part of my research study! 



 

 

 

 

Setting the Stage for your Follow Up Meetings 

 

For your follow ups, make sure you bring a copy of the Summary of Findings 
printed if you are meeting with them in person.  If you are meeting on Zoom, have 
it ready so you can share your screen if you want to.   

 

Be prepared to highlight the major take aways from your research.  It’s great to 
share what was in line with what you thought going into the interviews, as well as 
the pieces that surprised you the most.  Also make note for each person - where 
their point of view was significantly different than others, and where it was very 
much in line.  This personal touch makes them feel seen and heard.   

 

You first want to set the context for your conversation.  Essentially, you can borrow 
this from your Executive Summary.  Who you met with, how it helped you hone in 
on your Ideal Client and that you are excited to share the take aways and are 
excited to hear their thoughts.  And let them know that you have some additional 
questions or things you want feedback on based on the first interviews.  At the very 
least you’ll be sharing your process and getting their take on that.   

 

Then you want to ask them if they had a chance to read the Summary of Findings.  
If they did, you want to ask them about their top take aways and thoughts based 
on what they read.  Regardless of whether they read it or not, you want to be 
prepared to share the biggest challenges and desires you heard and how that 
contrasts to what that particular person shared with you.  . 

 

Along the way, make sure to be curious on their thoughts on what you are sharing.  
Take the opportunity to ask deeper follow on questions if they have emerged.    

 



 

 

 

From there you want to segue into your Process.  Again, make sure you present this 
as an opportunity for feedback.  

 “Based on what I learned, I honed in on what I consider my sweet spot – 
where my expertise, knowledge and strengths as a coach overlap with what 
my Ideal Clients are wanting.  And I developed an [x number] step process 
to correspond with that and I’d love to get your feedback on it.  Let me walk 
you through it and I’d love to get your thoughts and feedback on whether 
this process hits the nail on the head”.  

 

It’s really important to notice their energy and enthusiasm or lack thereof as you 
walk them through your process. Note any clarifying questions they have – this 
could be a strong indication that the description you used isn’t spelling it out 
clearly to them.  Explicitly ask them if they feel your process would do a great job at 
addressing the biggest challenges and desires that came forward in the interview 
or not.  Where could it be improved? 

 

Optionally, you could share your high level program with them and ask for 
feedback on that as well, in the same manner.  Note – don’t ask about pricing (see 
module 4 for details on why but essentially you won’t usually get accurate 
feedback on pricing0. 

After you’ve got feedback from them on your process and program, you can ask 
them any other questions that may help you.  Often times it is a good time to ask 
about some of those marketing questions that are part of the COI template.   

 

Then you want to talk to them about next steps for you.  This might include a 
credibility marketing niche project like a Signature Talk or Whitepaper, or how you 
hope to engage people in your niche.  Essentially, you want them to leave knowing 
your strategy for moving forward with this niche. 

 

And remember, if they express interest in working with you or hearing more about 
working with you, set up a separate meeting for that – hopefully a formal 
Breakthrough Session or Strategy Session.   



 

 

 

 

Make sure to thank them at the end of your meeting. Also, send a Thank You email 
or note (how novel!) to thank them for their time and contribution.   

 

Congratulations!  You’ve closed the loop on your COI interviews and are now ready 
to move forward into messaging, branding and marketing! 


