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Red Box Virtual Office
Apartado 82
3150-999

Condeixa-a-Nova

Portugal

+ 351 965 454 775


You Need a VA…
Hi!
It’s important to have an idea whether or not a VA might help you and your business.  The following questions will help you work out where specifically you need a VA.  You don’t need to know how to handle these issues with a VA, I will work with you to support you to create the environment you want to work in.  

Please shade in, or put a cross in the areas that apply to you – if you have more shading on the left than the right, I can help you and your business.
	                                                  

	                                                     1     2    3    4     5

	I am buried in admin; it takes up more than 10% of my time
	
	
	
	
	
	My admin takes up little or no time at all

	I feel disorganised and hurried
	
	
	
	
	
	I am effortlessly organised and rarely in a rush



	I worry about my business if I am off sick or delayed
	
	
	
	
	
	I have someone to cover for me in the event of an emergency



	My bills and accounts receivable are all over the place
	
	
	
	
	
	Bills are handled promptly and late payments are promptly followed up

	I find it difficult to find the time to do the things I enjoy 
	
	
	
	
	
	I have plenty of time to have fun and be with my friends/family

	I wouldn’t know where to start delegating
	
	
	
	
	
	Delegation is easy and natural to me.

	I worry about paying for admin support 
	
	
	
	
	
	I make more money because I have admin support

	I can never find what I need
	
	
	
	
	
	I can lay my hand on any file within an instant

	My database is a mess and I don’t know who is on it
	
	
	
	
	
	My database is clearly laid out and regularly updated.

	I am unclear about my prioirities
	
	
	
	
	
	It’s obvious to me what I do best and what needs doing first



	My work sometimes looks out of date and scruffy
	
	
	
	
	
	My work is up to date, smart and we ll presented - always


Which of the following skills/or services do you require?  Please highlight or bold your choices.
	Diary management
	Word processing/correspondence/reports
	Creating/preparing Presentations
	Website management

	Internet research
	Send out mailings
	Telephone/email/fax minding/business minding
	Management of databases

	Conference planning/venue finding and booking/ Theatre Bookings
	Invoice preparation
	Lifestyle and Personal Management / Reminder Service
	Travel Bookings / Car Hire

	Blog Management
	Digital Transcriptions
	Newsletter management
	Data Entry


Any other tasks that are of concern to you: __________________________________

Name:

Company:

Contact Email:

Contact Telephone:

When would it be good for me to contact you?  Please tick appropriate time & date.

Mon

Tues

Wed 

Thurs

Fri

AM

PM

Once you have completed the form, please return it to info@redboxvirtualoffice.com
Thank you for completing this form.
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