
<NAME & ADDRESS>
Wednesday, 21 August 2013
Dear Jane
Welcome to the <YOUR BUSINESS> Team!

Thank you for signing up to our virtual assistant service.  My name is <YOUR NAME> and I’ll be your main point of contact on a day-to-day basis.  My email is: <YOUR EMAIL> and I can be reached on the main switchboard number of <YOUR PHONE>.  
If you have any suggestions on how we can improve our service – we would love to know!  We really do want to hear what you think of the service, to include useful tools and services to help you run your business better.  If you have any suggestions please email me on <YOUR EMAIL>
We provide:

· Audio Typing

· Bookkeeping

· Call Answering

· Marketing support

· PA support

I’m enclosing a couple of business cards for you to hand round to friends and business associates.  The nature of our business means we help small businesses accelerate their growth and become larger businesses, so we are always looking for new businesses to work with.  The good news is that if they sign up we’ll credit your account with £50 as a little thank you gift.  

We know that working with a virtual assistant is a little different to having someone right beside you in the office, so to help us understand a little more about your business, please fill in our “Start Delegating Now” form which I’ve included and return it to me via fax or to Head Office at <YOUR ADDRESS>.
Finally, I’m really looking forward to working with you – if there is anything I can help with, even if it’s not within our normal remit – just ask!

Kind regards,

<YOUR NAME>
Start Delegating Now
	What are your Top 3 priorities in your business this year?



	Priority 1:
	

	Priority 2:
	

	Priority 3:
	

	Write down the three things in your business you really hate doing which could be outsourced?



	Task 1:
	

	Task 2:
	

	Task 3:
	

	What could you do with that extra time?  



	(PS. We left a large space for BIG ideas – go wild!)

	What is the one thing we need to understand about your business to truly understand it?

 

	


Call Answering Clients
	As part of our call answering service, we try and deal with as many queries as possible ourselves without bothering you – what are the most frequently asked questions you receive and their answers?  

We can keep 10 pieces of information on file and these can include websites for reference, sizes, options, standard delivery times etc.  If you need more information than this, we can assign an individual VA to follow up on callers’ queries.


	FAQ 1:
	

	FAQ 2:
	

	FAQ 3:
	

	FAQ 4:
	

	FAQ 5:
	

	FAQ 6:
	

	FAQ 7:
	

	FAQ 8:
	

	FAQ 9:
	

	FAQ 10:
	

	Who is in your business?  Include organogram/list of people we will be asked for + contact emails for them if you wish us to send messages directly.


	

	What is the one thing we need to understand about your business to truly understand it?

 

	

	Other help I need:



	

	Other people I know who could use your service:

	


Terms & Conditions
Insert your T&Cs here
