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EXAMPLE SCHEDULE 
PROCESS ( INTERNAL)

1. Decide on hours of operation. 
Clump services. Consider availability of your clients. (If you have a couple of 
clients who can only do early mornings or late evenings, choose one or two 
days per week you are available then instead of being available 7-7 every day.) 
If you travel to your clients, consider settingup clinic locations. 

2.  Choose the system you’ll use. 
(Your phone calendar, Google, Outlook, white board on the barn, online system 
that syncs with your calendar and sends reminders, little black book etc.) You 
may need to experiment with different systems to discover theone that works 
the best for you.

3.  For regular clients: Ask them to commit regular time slotto promote con-
sistency and increase time efficiency. 
(You can always make exceptions once you have a schedule but the goal is that 
exceptions become the exception rather than the rule.)

4.For new or periodic clients: Let them know your availability and how you’d 
like them to schedule. 
(Email, phone, text, online service etc.) Let them know your cancellation policy 
and how to reschedule it they need to. Use a welcome email template that you 
can send to new clients.

5. Update your schedule seasonally as necessary. 

6. Decide how many clinics, workshops, shows, seminars, speaking gigs, etc. 
you want to offer or attend and begin to schedule them in advance. 
Train people to get you on their calendars a season in advance. This will help 
you be intentional about your time and prevent you from reflexively saying 
yes toeverything. It will also help you determine how much marketing you will 
need to do in order to meet your goals.

7. Put your own horses and your personal time into your schedule and guard 
them. You are the engine in your business and you need fuel.

8. Have a cancellation policy: Please let me know via text or email at least 24 
hours before your scheduled session time.
If you are unable to give 24 hours notice and must cancel, I will do my best to 
fill your time slot. If I am unable to, you will be responsible for paying for your 
lesson. Special circumstances involving family emergencies and illness will be 
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considered. Thank you for respecting this policy in all other situations. 

9. Late arrival. 
There will be times when you may be late for your session. I will do my best to 
give you as much value as possible during the time we have together, but out 
of respect for my other clients, I must also do my best to stay on time. If you 
arrive late, your session will still end on time. Please arrive at least 20 minutes 
before your scheduled time and be prepared to start on time.


