Run Your Business Without
You: SOP Templates for Solo
Service Providers

How to write client-facing scripts and processes that deliver a
consistent experience — even when you're not in the room

For: Solo service providers and micro-business owners (coaches, VAs, designers,
copywriters) who are the single point of failure in their business — they can't take a sick
day, delegate a task, or onboard a subcontractor without everything falling apart. They
know they 'should' document things but associate SOPs with corporate red tape and don't
know where to start for a client-facing context.
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Why You're the Bottleneck (And How SOPs
Fix It)

Here's a quick test. If you woke up tomorrow with no voice, a busted laptop, and a family
emergency pulling you out of the business for a week — what exactly would your clients
experience?

For most solo service providers, the honest answer is: chaos. Missed check-ins. Unanswered
questions. Work that stalls because the only person who knows how things run is unavailable.
That's the bottleneck problem, and there's a good chance you've already felt it — even if it wasn't
a full week off. A slow response day. A task handed to a subcontractor that came back wrong. A
new client onboarding that felt smooth the first time and bumpy the third.

Why Corporate SOP Advice Doesn't Help You

Search 'how to write an SOP' and you'll find templates built for operations managers with twelve
people on their team. They're full of version-control tables, approval chains, and role assignments.
You don't have any of that. You have yourself, maybe a contractor, and a client who expects the
same experience every single time — from you.

The reason most solos abandon SOP projects after one document isn't laziness. It's that the
format they're copying was never designed for them.

The Reframe That Changes Everything

Stop thinking of an SOP as an internal checklist. Think of it as a client experience script — the
exact language you use when a project goes sideways, the timing of your check-in messages, the
tone of your onboarding welcome. It's not about documenting steps for a future employee. It's
about capturing how your clients feel working with you so that feeling is repeatable.

When there's no script, three things go wrong:

« Inconsistency — Your best clients get the polished version of you. Everyone else gets
whatever version shows up that week.

- Dropped balls — Without a documented sequence, things fall through gaps. The follow-up
that never went out. The deliverable missing its review step.
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* You as forever bottleneck — Nothing moves without your direct attention. Delegation fails
because there's nothing to hand over except your brain.

What 'Running Without You' Actually Looks Like

Before: A client emails asking where their project stands. You spend 20 minutes reconstructing the
status from memory, three apps, and an old message thread.

After: Your documented check-in script means a contractor — or even a canned response you
wrote in a calm moment — handles that same question in under two minutes, and the client feels
looked after.

That's not a fantasy. That's one documented process.

The Commitment That's Actually Achievable

One process per week, for four weeks. That's it. Not a system overhaul. Not a policy manual. Four
documented touchpoints — the moments your clients feel your presence most — and your
business has enough structure to breathe without you holding it together by hand.

That's what we're building here.
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Map Your Client Journey Before You Write
Anything

Before you write a single word of a script, you need to know where the cracks are. Jumping
straight into documentation is how you end up with a beautifully detailed process for something
that happens twice a year — and nothing written down for the thing you explain from scratch every
single week.

The Five Stages Every Client Relationship Goes Through

No matter what service you offer, your clients move through the same arc:

1. Attract — they find you, decide you're credible, reach out
2. Onboard — they say yes, sign, pay, and get oriented

3. Deliver — you do the actual work

4. Communicate — you update, check in, handle bumps

5. Offboard — the engagement wraps, they leave (or renew)

Most solo providers have some version of delivery documented because that's the work itself.
Onboarding and offboarding? Almost never. And those two stages are where clients form their
strongest impressions — the first week sets expectations and the last week determines whether
they refer you.

The Client Confusion Audit

Here's the fastest way to find your documentation gaps: list every question a client has asked
you more than twice.

Think back over the last six months. What did people ask before they signed? What did they ask in
the first week? What did they ask mid-project? Write it all down, even if it feels obvious. "Where do
| send the files?" is a real question. "When will | hear from you?" is a real question. Every repeated
guestion is a process that doesn't exist yet in writing.

Find Your Highest-Leverage Touchpoints
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Not all touchpoints cost the same when they go wrong. A high-leverage touchpoint is any
moment where inconsistency either costs you money (a lead drops off, a project stalls) or
damages trust (a client feels ignored, confused, or surprised).

Common high-leverage moments for service providers:

« The gap between "I'm interested" and receiving a proposal
» The first 48 hours after someone pays

« Any time a deadline shifts or scope changes

« The final delivery handoff

Those are your priority targets.

The 80/20 Rule for Solo SOP Writing

You don't need to document everything. You need to document the four processes that happen
in every single engagement — regardless of client, project size, or service type. For most
service providers that's: initial inquiry response, onboarding sequence, project check-in cadence,
and offboarding wrap-up. Start there. Everything else is secondary.

Worksheet Prompt

Grab a blank piece of paper. Sketch your client journey as a simple horizontal line with the five
stages labeled. Under each stage, jot the two or three things you actually do (emails, calls,
deliverables, links you send).

Now circle the three spots that stress you out most — the moments where you're winging it,
saying something different every time, or secretly hoping the client doesn't ask a follow-up
guestion.

Those three circles are where you start writing.
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The Anatomy of a Client-Facing SOP

Most people, when they sit down to write an SOP, end up writing one of two things: a vague to-do
list (
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Four Core Scripts Every Service Business
Needs First

These four scripts cover the moments that make or break a client relationship. Use them as-is to
start, then swap in your own voice. Each one includes a base template, customization notes by
service type, and a short exception-handling tip for when clients go sideways.

Script 1 — The Welcome & Onboarding Sequence

Send this within 24 hours of receiving payment or a signed agreement.

Template:

> Hi [Name], welcome — I'm genuinely glad you're here. Over the next [X days/weeks], here's
what we'll be doing together: [one sentence summary]. Before we dive in, | need three things from
you: [list intake items]. Please get those to me by [specific date] so we can kick off on [start date]
as planned.

» Coaches: Replace the intake list with your questionnaire link and a reminder of your session
scheduling tool.

« VAs: Add your communication hours and preferred channel (e.g., "I'm available on Slack
Monday—Thursday, 9-4 EST").

« Designers: Include the project brief template and a note on revision rounds so it's agreed
upfront, not argued later.

Exception handling: If a client doesn't return intake materials by your deadline, send one

follow-up with a new deadline and a clear consequence: "If | don't receive these by Friday, we'll
need to push the start date by one week."

Script 2 — The Project Kickoff Communication

This goes out on day one of active work, after intake is complete.

Template:

> Today's the day! Here's what I'm working on this week: [task list]. My goal is to have [deliverable]
ready for your review by [date]. You don't need to do anything right now — I'll be in touch when it's
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your turn.

That last sentence is the whole point. It tells the client they're held without inviting unnecessary
check-ins.

Exception handling: If a client replies with scope additions at kickoff, respond warmly but firmly:
"I've noted that — let's cover it in our next check-in so it doesn't delay what's already in motion."

Script 3— The 'Where Are We?' Check-In

Schedule this at the halfway point of any project or retainer month.

Template:

> Quick update: here's where we stand — [2—3 bullet progress notes]. We're on track for
[deliverable] by [date]. One thing | need from you before then: [specific ask]. Any questions before
| keep moving?

» Coaches: Swap progress bullets for a reflection prompt: "Since our last session, here's what
I've noticed..."

« VAs and Designers: This is also a good place to flag any blockers the client needs to resolve
(access, approvals, feedback).

Exception handling: If the project is behind, say so plainly here rather than waiting. "We're
running about three days behind because [reason]. Here's the updated timeline: [dates].” Clients
forgive delays. They don't forgive surprises.

Script 4 — The Offboarding & Referral Script

Send this within 48 hours of project completion.

Template:

> That's a wrap! Here's everything we completed together: [summary list]. Your
files/recordings/deliverables are in [location]. Working with you was [one genuine, specific
sentence]. If you're open to it, a quick testimonial would mean a lot — here's a simple prompt to
make it easy: ["What was the situation before we worked together, what changed, and what would
you tell someone considering hiring me?"]. And if you know anyone who could use similar support,
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I'd love an introduction.

Exception handling: If a client is unhappy at close, skip the referral ask and focus the message
on resolution. A clean, professional close on a difficult project still protects your reputation and
often turns into a quiet referral later.

Customize these scripts once, save them in a Google Doc or your project management tool, and
copy-paste with minor edits for every new client. The goal isn't perfection — it's consistency you
can replicate without thinking.
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Build Your SOP in 60 Minutes: The
Fill-In-the-Blank Workbook

Block 60 minutes on your calendar before you read another word of this section. Seriously —
close your other tabs, set a timer, and treat this like a client appointment. You're going to leave
with a real, finished SOP. Not a draft. Not an outline. A document you can use this week.

The 60-Minute SOP Sprint

Here's how to structure your time:

1. Minutes 0-5: Pick your process. Choose one client-facing touchpoint that you repeat at least
twice a month. If you're not sure which one, pick the task that makes you think | really should write
this down every single time you do it.

2. Minutes 5-20: Record yourself doing it. Open a voice memo app and talk through the
process out loud, as if you're explaining it to a capable friend who's about to do it for you. Don't
edit. Don't pause to second-guess. Just talk. Then replay it and jot down the key phrases you
naturally use.

3. Minutes 20-45: Fill in the template below. Use your own words from the recording.
4. Minutes 45-55: Run the gut-check questions. Edit anything that doesn't pass.

5. Minutes 55-60: Plan your next three SOPs.

Fill-In-the-Blank SOP Template

Process Name:

Purpose (Why does this process exist? What does the client experience as a result?)

This process exists to , SO that the client feels

Trigger (What starts this process? Be specific.)

This process begins when
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Steps (List each action in order. One action per line. Include the exact words you send or say
where relevant.)

« Step 1:
» Step 2:
» Step 3:

« (Add as many as needed — most client-facing SOPs need 4-8 steps)

Exceptions (What are the two most common things that go sideways, and what should happen?)

o |If , then

o If , then

Done When (How do you — or a sub — know this process is complete?)

This process is complete when

The 'Record Yourself' Trick

The fastest way to write a client-facing script is to stop trying to write it. Instead, pull up your last
three client emails or messages on a similar topic. Notice the phrases you repeat. Those phrases
— "just to set expectations,” "here's what happens next,” "the best way to reach me is" — are
already your script. Your SOP is just those phrases, put in order and saved somewhere useful.

Gut-Check Questions

Before you call this SOP done, ask yourself:

» Would a stranger who knows your industry be able to follow this without calling you?
« Would your client feel informed, not managed?

» Does every step have a clear owner and a clear action?

If any answer is no, fix that section now — it takes five minutes and saves a future headache.

Self-Review Checklist

« [] The purpose statement names a client feeling, not just a task

» [] Every step starts with a verb
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« [] Jargon or internal shorthand is explained or removed

« [] The trigger is specific enough that no judgment call is needed to start

» [] Scripts and templates are embedded directly in the steps, not referenced elsewhere
« [] At least two exception scenarios are covered

« [] The "done when" condition is observable, not vague

* [] The document fits on two pages or less

« [] You read it aloud and it sounds like you

« [] You'd be comfortable sending this to a client as a summary of what to expect

Your Next Three SOPs

Write down three more processes you'll document — and schedule each one now as a calendar
block.

| Process | Scheduled Date |

Don't pick the easiest three. Pick the three that, if something went wrong tomorrow, would cause
the most client friction. Those are the ones that matter most.
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Deploy, Delegate, and Keep Your SOPs Alive

You've built your SOPs. Now they need to actually work — which means they need to live
somewhere accessible, fire at the right moment, and stay accurate as your business evolves.

Where to Store and Deliver Your SOPs

You don't need new software. Use what you already have:

« Email sequences (ConvertKit, Mailchimp, Gmail templates): Best for client-facing delivery
— onboarding welcome sequences, post-project wrap-ups, check-in messages. Automated
and hands-off once set up.

» Notion or Google Docs: Best for internal reference and subcontractor handoffs. Notion wins
on navigation if you have multiple SOPs; Google Docs wins on simplicity and sharing
permissions.

« Dubsado / HoneyBook: Best if your SOP is tied to a contract, invoice, or intake form.
Workflows inside these tools can trigger an email, send a questionnaire, and log the step —
automatically.

The honest trade-off: tools like Dubsado have a learning curve. If you're not already in them,
Google Docs plus a saved email draft gets you 80% of the benefit with 20% of the setup time.

Handing Off to a Subcontractor Without a Training Call

A well-written SOP is the training call. When you hand a document to a VA or subcontractor,
include three things:

1. The SOP itself (what to do, word-for-word where needed)
2. A short loom or voice note walking through one real example (5 minutes max)

3. Aline that says: "If a situation isn't covered here, DM me before improvising."

That last line protects your client experience and teaches you what to add to the SOP next time.

The One Trigger, One Template Rule
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Every SOP should be wired to a specific action — not sitting in a folder waiting to be remembered.
Ask: what event causes this script to fire?

+ Client books a discovery call — welcome email template sends
» Contract signed - onboarding questionnaire triggers

« Project delivered - offboarding sequence starts

If you can't name the trigger, the SOP won't get used. Define it and attach the template directly to
that moment in your workflow.

The Quarterly 10-Minute SOP Review

Set a recurring calendar event every 90 days: "SOP check — 10 minutes." During that block, scan
each SOP for:

» Client confusion: Did anyone ask a question this quarter that the SOP should have
answered?

» Repeated questions: If you typed the same explanation twice, it belongs in a script.

- Off-brand moments: Does the language still sound like you? Businesses evolve — your
scripts should too.

Update the document, bump the version number ("v2 — updated March"), and you're done.

The Mindset That Makes This Scale

Every time you answer a client question — in email, on a call, in a DM — pause and ask: should
this be a script?

That one habit turns your daily work into a self-building operations library. You stop being the
bottleneck not by working harder, but by making your answers reusable. One well-written
response, saved and wired to a trigger, does the work indefinitely.

That's the whole game.
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