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Able Assistants

Virtual Checklist
Congratulations!  You’ve taken the first step towards going virtual.

First Step:  Decide which tasks you would like to outsource to a Virtual Assistant.  The simplest way to do this is to print this entire document and list the items as they are being done on a daily basis.  Figure out the tasks that take time away from your clients, the most undesirable tasks, the tasks you keep on the back burner, and the tasks you can hand off to an assistant.  As you are working on the tasks, make sure to keep a record of the amount time you spend on the projects.  Some days can be busier than other days, so it is optimal to keep record of which days are busier than the others.
Once this list has been completed, return the document to me via e-mail (Office@AbleAssistants.com with My Virtual Checklist in the subject line). After I receive your list, I will call you and we’ll schedule a telephone appointment to discuss your outsourcing list in more detail.

If you have any questions about this process or need my assistance on any level, just give me a call.
Kind regards,

Norma Murray
Able Assistants
708.925.0074
www.ableassistants.com
	Monday

	Task

Provide a detailed description of the task.


	Estimated Time to Complete This Task


(Use 15-minute increments:
.25, .50, .75, etc.)
	My Frustration Level w/This Task

(1 – 5, 1 being not too much, 5 being extremely)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Tuesday

	Task

Provide a detailed description of the task.


	Estimated Time to Complete This Task


(Use 15-minute increments:
.25, .50, .75, etc.)
	My Frustration Level w/This Task

(1 – 5, 1 being not too much, 5 being extremely)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Wednesday

	Task

Provide a detailed description of the task.


	Estimated Time to Complete This Task


(Use 15-minute increments:
.25, .50, .75, etc.)
	My Frustration Level w/This Task

(1 – 5, 1 being not too much, 5 being extremely)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Thursday

	Task

Provide a detailed description of the task.


	Estimated Time to Complete This Task


(Use 15-minute increments:
.25, .50, .75, etc.)
	My Frustration Level w/This Task

(1 – 5, 1 being not too much, 5 being extremely)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Friday

	Task

Provide a detailed description of the task.


	Estimated Time to Complete This Task


(Use 15-minute increments:
.25, .50, .75, etc.)
	My Frustration Level w/This Task

(1 – 5, 1 being not too much, 5 being extremely)
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