Name:

VIRTUAL ASSISTANT —
P Company Name:

Contact No:

Email:

Industry:

To help you identify how we could assist you further please take 10-15 minutes to complete the form below.
Think carefully about your everyday, weekly, monthly, yearly or ad-hoc tasks.
If required, please complete additional sheets.

e.g. Payroll (monthly) Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

e.g. Organise flights and accomodation (ad-hoc) Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

e.g. Mail merge and send letters (ad-hoc) Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Well done, you have identified the tasks to be outsourced. Now think about how you would do those tasks
yourself and how you would explain them to a Virtual Assistant. This is to avoid any errors or
miscommunications and provide you with the best level of service possible.

Once completed please save as [company hame & date] and email to Admin@LetLisaDolt.co.uk

Services provided by M Burton Management Limited - Company Registration No: 10605534 — England & Wales
Registered Address: 2 New Barn, Bury St Edmunds, Suffolk, 1P29 5DB
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