
 
 

Simple marketing checklist 

Here are 10 simple marketing basics you should have in place before you start creating more 
complex marketing strategies. 
  

1. Brand all potential client touch-points 
Your brand identity should be visible across all potential client touch-points. Think about all the 
ways you come into contact with potential clients and then write down how you can attach 
your brand to it. Your website address and other crucial contact information should be 
included on everything. 
 
Here are some examples: 
 
Touch point >> Where/how will it be branded? 
Meeting in person  >> Business card, logo on my notebook 
Networking  >> Business card 
Workshop or presentation  >> Printed leave-behind 
Delivery of a product >> Outer packaging, packing slip 
Video conference >> Logo in backdrop 
 

Now your turn... 

 

Touch point  Where/how will it be branded? 

   

   

   

   

   

 

 

 



 

2. Email signature 
Every email you send is free marketing. So go through this list to make sure ​you haven’t 
missed anything​. 
 
❏ Company name  
❏ Logo 
❏ Your email address & direct phone number 
❏ Reception or VA phone number & email 
❏ Website address 
❏ Social media profile links 
❏ Video conferencing direct link or username 

 
If you have premises, include: 
❏ Physical address 
❏ Link to location on Google Maps 

 
Recommended: 
❏ Link to your ‘book a consultation’ page 
❏ Industry accreditations (logos) 

 
Other ideas: 
❏ Link to a webpage of client reviews 
❏ Announcement of a new service, product or event 
❏ A recent client testimonial 
❏ Newsletter opt-in link (see below) 
❏ A direct link to a blog post 

 

3. Email marketing 
Communicate with your customers on a regular basis through email. According to Hubspot, 
80% of business professionals believe that email marketing increases customer retention, 
while 59% of respondents say marketing emails influence their purchase decisions. 
 
Create a list of opt-in opportunities (places where you ask people to sign up to your email list), 
eg: 
  
❏ A call to action and link in your email signature 
❏ Embed an opt-in form on your website 
❏ Include an opt-in every time someone buys from you online (eg, at the checkout stage 

of the purchase) 
❏ Ask former clients if they’re happy to go on your mailing list 

 



 

4. List your business online 
Not only does this grow your online presence, listing your business online can help people find 
your business if it’s close by to where they are located. 
  
Ideas of where to list: 
❏ Google My Business 
❏ Bing Places 
❏ Yahoo 
❏ Yelp 
❏ Local Chamber of Commerce listing 
❏ Industry directories 

  
Your own ideas:  
 

 
 

 

  

5. Mobile friendliness 
Statista claims that in 2019 63.4% of people accessed the internet exclusively using their 
smartphones. And this is predicted to rise to 72.6% by 2025. So make sure your site is mobile 
friendly. 
  

Ideas of how to increase your site’s mobile friendliness: 
  
❏ Opening headline fits on the screen 
❏ Most important information at the centre and top half of the screen 
❏ Menu is simplified 
❏ Smaller blocks of text 
❏ Multiple calls-to-action (mobile users don’t always automatically scroll to the bottom). 
❏ Forms are short, with minimum amount of fields necessary 
❏ Contact details easily accessible 

  
Test your site and note down what needs fixing:  
 

 
 

 

 
  

 



 

6. Blogging 
Well-written and relevant blog posts are a powerful and cost-effective way to boost your 
business’s credibility. 
 

Ideas for types of blog posts to write: 

❏ Customer success story 
❏ Problems solved by my 

business/product/service 
❏ Inspirational story 
❏ Why I started my business 
❏ Lessons learnt as a business owner 

❏ Relevant industry news 
❏ Product showcase 
❏ Behind-the-scenes of my business 
❏ How-to Guides 
❏ FAQs 

  
Your own ideas:  
 

 

 

 
 

7.  Social media 

Focus 

Pick and choose which platform you want to focus on carefully. And remember, consistency is 
the key to building an audience and connecting with potential clients.Platforms to choose 
from: LinkedIn, Facebook, Twitter, Instagram, YouTube, Pinterest. 
 
The primary focus for your social media communications will be:  
 

 
 

Check your social media profiles 

Are your profiles up to date and consistent across your social media channels? 
 
Things to check: 
❏ Your avatar image or logo is up to date and clear 
❏ Header images are up to date, and represent your brand 
❏ There is a link to your website 
❏ Your biography / brief description is up to date and consistent 

 



 

 

8. Social sharing 
Social media share buttons can encourage visitors to check out what you have to offer 
socially, which in turn can increase your engagement with customers. 
  
Ideas of where to put social media share buttons: 
❏ Your website pages 
❏ Blog posts 
❏ Product pages 
❏ Guest blog posts 
❏ Email signature 
❏ Product checkout page 
❏ Product / Service successful purchase page 

   

9. Networking 
Business success comes from the relationships you form. And different types of networking 
can help you form relationships that lead to sales, support, and business growth. 
  

Check that you’re covering all possibilities: 
❏ Ask family, friends and neighbours for referrals 
❏ Contact former colleagues for referrals 
❏ Join networking groups 
❏ Investigate possible collaborations with local businesses 
❏ Join your local chamber of commerce 
❏ Trade fairs 
❏ Industry events 
❏ Local community events 

 
  
Your own ideas:  
 

 
 

 

 

 

 

 



 

10. Testimonials 
According to the Pew Research Center, 82% of adults typically read online reviews before 
making a purchase. That means one satisfied client sharing the love could lead to several 
other clients.  
 
What is your process for collecting reviews and testimonials, and are they in places where 
potential clients can find them? 
 
Platforms for collecting reviews: 
❏ Google My Business 
❏ Yelp 
❏ Trustpilot 
❏ LinkedIn 

  
Where to put reviews or testimonials: 
❏ Your site’s landing page 
❏ A dedicated page on your website 
❏ Your blog 
❏ Your social media sites 

  
Your own ideas:  
 

 
 

  

 

Your process for collecting reviews and testimonials is to: 
 

 
 

 

 

 

 

 
Did you find this checklist helpful? If so, drop me a line! 

gabrielle@thecoachspace.com  
 

 
 

TheCoachSpace.com 
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