The VA BluePrint
Become an in-demand,
money-making, rockin'
virtual assistant - the
right way!

BUSINESS FROM HOME MOM

Hello, I'm
Heather!

I’m an anti-mom boss, sometimes hippie, hot
mess express, mom to three girls, somewhat
exhausted business owner.
My journey from corporate America to owning
my own business as a single mom has been an
interesting study in persistence and intestinal
fortitude.

I can't wait to see all of the amazing things
that I KNOW you are going to accomplish after
completing this course. Whether you've
chosen me as a mentor or whether you are
taking the course alone - I can't wait to follow
your journey to the top!

In the years since starting my business, I’ve
noticed an odd trend in coaches and mentors.
This trend was one of the promising 10K
businesses in no time. There was no talk of the
“real-life” challenges on any of these pages
that promised wealth to desperate moms who
just wanted a new and better life.

COME SAY HELLO

heather

Introduction
What is the VA
BluePrint going to
help you with?
First of all, the course is only as good as the time
you put into it. Please do the things to make you
successful.

Starting a business or even a side-hustle Virtual Assistant
Business can be overwhelming, scary, and fill you with
anxiety.

It is also designed to help you build your lifestyle so that you
are not a stressed out mess trying to balance it all.

businessfromhomemom

The VA BluePrint is designed to walk you step-by-step
through the process of discovering what services to sell, how
to develop your procedures, and where to find clients.

By the end of
this workbook

one

two

three

four

Have a clear schedule for work time
and balance with family time.

Have all of your back office documents
set up and ready to send.

Understand what a virtual assistant
does and where to go for more help if
you need it.
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Know what services you are going to
sell and where you are going to sell
them.

Your Why
It’s really crucial to think about a
couple of things before you start your
own business or freelance as a virtual
assistant. The biggest question I have
for you is: why do you want to do
this?

Your why is going to be your passion,
your biggest reason for doing this,
and your biggest motivation.
On the next page, brain dump all of
the reasons you are taking this step.

What is your biggest motivation for
starting this journey?
Are you doing this for yourself or for
your family?

your why is your
passion, your
conviction, YOU

businessfromhomemom

Who are you doing this for?

Worksheet

Define your "why"

Use the space below to write out exactly why you are taking this journey.
Then lay out all of your fears and insecurities you have about starting this
virtual assisting business. It is very important to clearly define all of the
obstacles you might have to completely change your life in this way.
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Your why and your fears

It can be scary! So brain dump it all below, get it out and let's work on
getting those fears squashed.

Your Skills
One of the most important parts
of getting started in your virtual
assisting
journey
is
understanding your skillset. This
will naturally lead into your
niche and where you will find
clients.

every skill you have. Everything
from
data
entry
to
Web
Development is a skill. Can you
organize like Marie Kondo? Can
you read a blog post and find
every error? List it out. It doesn’t
have to be pretty or short at this
point - just get every skill listed.

everyone has at
least one super
power
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First, what are your strongest
skills? What do you have the most
experience in? Start by listing

Worksheet

Skillset

This is it. This is where you are going to dump all of your skills. I want to
know it all. List every skill that makes you the amazing person you are. Even
skills that you think are not relevant - add them.

businessfromhomemom

List all of your skills

Every single one of you has at least one superpower!

List it out...

Skillset

1
2
3
4
5
6
7
8
9
10
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This is where I want you to pick the top 10 skills that you are most confident
in. Whether you think they are relevant or not...

headline goes here...

Notes

CONTINUED

Use this space to jot down some notes, skills you'd like to highlight, or
anything you'd like to remember as you move on.
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Skillset
Y ou w il l w ant to be abl e t o
desc ribe your sk i l l so t hat there is
no qu e st ion about w hat you c an
do and how w el l you c an do i t.
T his w i l l al so be hel p ful as you
bu il d your p rofi l e. Y our p rofil e
w i l l ex p l ai n t o p otent ial c l ient s
w hat you c an do and how w el l you
c an do i t. U se t he sec t ion bel ow to
ex p ound on your sk il l s.
EX. V irt ual assist i ng vs. Hig hl y
organized vi rtu al assistant
EX. Digi tal m ark eti ng vs. C ert ified
digi tal m ark et er w it h Fac ebook

businessfromhomemom

Ads ex p erienc e

Profiles
There are many ways to create a space for
potential clients to learn about you.
From Facebook to websites the options are
endless. This section is more about what to
put into a profile. The resource guide in
this module contains several examples and
ideas. The most important aspects of your
profile are listed on the next page.

Generally, these are the details you want to
have fine-tuned before you sit down to
type out your profile.

businessfromhomemom

Facebook, LinkedIn, and even Upwork
have different ways of naming each of
these sections but you'll soon be able to
determine which is which.

Worksheet

Describe your top skill in as much detail as possible in one sentence

2

Describe your next skill in the same way

3

Now describe all of your skills in as much detail as possible below

businessfromhomemom

1

Describing your skills
in profiles

PROFILES
About You
This section should focus on the aspects of you and your business that
you want to showcase. For example, you would want to highlight how
your skills have positively impacted a project or business in the past and
describe some of your future goals.

Experience
In this section, you should let your potential clients know about any
actual business experience. Similar to a resume but not labeled in the
historic resume style. See the example in the resource guide of how
you should start showcasing your experience.

Policies and Procedures
It is crucially important to explain to potential clients any policies and
procedures you have prior to signing a contract with them. List everything
from working hours to when you expect payment. Make sure you are clear on
when your personal time is and how you accept communication and tasks.

Profile Builder
T he g oal o f t hi s sec t i o n i s to get
y o ur p ro f i l e at l east 9 0 % buil t now . H av i ng a st ro ng p rof il e adds
to y o ur l eg it im ac y and m ak es i t
easi er fo r p o t ent i al c l i ent s to find
y o u. Al w ay s p ro o f r ead y ou r p rofi l e
and ask a f r iend o r p eer to l ook i t
o v er as a d o ubl e- c hec k .
Whether y o u're bu i l d ing your
p r of il e o n Fac ebo ok , L inkedIn, or a
w ebsit e, y o u w i l l w ant to have a
str o ng
w el c o m e
for
p otent ial
c l ients.

Descriptive Words

Experience

Pain Points

Call To Action

Worksheet

Profile Builder
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Write about yourself...I know it's hard...

Use this space to write a paragraph about yourself that will showcase all of
your skills. We will refine this as we go along.

Profile Builder con't
STRONG DESCRIPTIVE WORDS
Use words like "expert", "skilled", "proficient", "above average", and "strong"
to describe in greater detail all of your skills and experience.
Ex. Virtual assistant vs. Virtual assistant skilled in organization and scheduling for
multiple clients.

EXPERIENCE
Use all of your experience in this section. Unlike applying for a job, you want to list
as much experience that relates to your new freelancing career. Anything from
customer service to data entry is valid in this realm. Don't worry about showing
consistent employment so much as showcasing your relevant skills and
experience.

SPEAK TO PAIN POINTS
Make sure that you explain what you can do to help the client. Use language such
as "hiring me as your virtual assistant will decrease your workload and increase
your profit." Always speak to pain points that you solve.

CALL TO ACTION
Adding a strong call to action increases the chances of you getting
an interview. Fill in the blanks for this sentence:
If you're looking for someone who (fill in based on the benefit
you provide to clients) click "hire me" and invite me to your
project!

Worksheet

Name and select a profile picture. Pick two if you're not sure!

2

Title - use a strong descriptive title

3

Overview of what you'll do to help with this client/project

businessfromhomemom

1

Profile Builder

headline goes here...

Notes

CONTINUED

Let's see some humble brags. Use this space to start preparing
yourself to write that winning profile.
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Rates
What do I charge for this?
While a lot of things go into determining your
pricing (we'll touch on that later) there are
some major factors that will remain the same
no matter your experience or the difficulty of
the project.
The general rule I tend to lean towards for
general, beginner virtual assistants can charge
at least $20 USD per hour. We will talk more
about packages and retainer fees later.

Complete the worksheet on the next page to
get a general idea of what you should charge
when you start out so that you can take some
of the apprehension out of the process.

always charge
what you are
worth

businessfromhomemom

One of the biggest questions you will ask
yourself in the coming months is...

Worksheet

How much money do you need to bring home each month to survive?

2

Add 30% to that number

3

Divide that total by 4.3 and this is the amount you'll need to charge weekly.
Divide that number by how many hours you'd like to work weekly and that
is your hourly rate.

businessfromhomemom

1

How to figure a
starting rate

headline goes here...

Notes

CONTINUED

What are some of your goals? And how much money will those goals
take to achieve? The sky is the limit - this is just for you!
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Schedule
One of the biggest reasons you are starting
a business from home is to create your own
schedule and have the opportunity to do
what you want with your life.
With that being said - you'll need to know
how many hours you actually want to
commit to actual work each week. This
helps with determining the types of clients
you'll want to work with and which
projects to take.
This next section will help you to start

Remember that you can always change
your schedule based on what is going on
with your life, how much you'd like to
make, or if you'd like a vacation.

businessfromhomemom

thinking about what you'd like your
schedule to look like.

Worksheet

What steps do they
need to get there?

What do you want your workweek to look like ideally? How much childcare
do you have? Do you need to hire childcare to work? Brain dump below.

List it out...
How many hours are you available per week?
What is your max number of hours?
What is your minimum number of hours?

businessfromhomemom

1
2
3

Worksheet

Building a schedule

1

Do you have time constraints such as limited childcare?

2

Are you comfortable taking clients in other time zones?

3

How many hours do you have that you can devote to work alone (no multi-

4

Keep you minimums and maximum hours here...

businessfromhomemom

tasking)

headline goes here...

Notes

CONTINUED

List everything that is limiting your time currently. Childcare? Fulltime job? Give yourself an accurate picture of any obstacles so that
you can create a realistic schedule.
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Systems
Before you start taking clients you need to
be prepared with your own tools. On the
next page, I have a list of free or low-cost
tools that I used to build my business.
Does this mean those are the only ones out
there? Nope. These are just the least
expensive at the time that I found and I've
loyally used them all of these years.
You may find other tools that you
appreciate more for your style of business
and that's great!

you gain confidence. Just because I
recommend a tool, doesn't mean that that
tool is the only one you should use :)

businessfromhomemom

You should feel totally comfortable with
creating and using your own materials as

This is a free scheduling tool. You can put this link anywhere and it
will import scheduled appointments directly to your calendar.

slooT & secruoseR

CALENDLY

Client management tool for creatives. All of the templates you will se
relating to proposals and contracts are made in Dubsado.
DUBSADO

Depending on your working style either of these will work for you. They
are two of the most popular task management tools and you should
learn them immediately. .

Canva can be used to create all types of graphics. This entire workbook
has been made in Canva and most of the graphics you will see on my
website and social media are made on Canva as well.
CANVA

businessfromhomemom

ASANA / TRELLO

Services
To start building your service packages, or
the services you offer, you'll need to first
decide which services make the most sense
for you to sell.
The next page will help you to determine
which skills you'd like to start with.

businessfromhomemom

Keep in mind that this is just a starting
point and your services might change over
time.

Worksheet

Services

The first step to deciding which services you'd like to offer is deciding which
services you are most comfortable with and then listing which ones you are
familiar with but not as keen on.
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What services CAN you offer?

Write below all services you feel like you can offer.

Worksheet

Services

businessfromhomemom

What services can you offer?

Now list out your services in order from least amount of experience required
to most amount of experience required.

Worksheet

Services

businessfromhomemom

List out your services!

Now list out your services in order from least amount of experience required
to most amount of experience required.

Worksheet

Service Packages

1

Package #1

2

Package #2

3

Package #3

4

Package #4

businessfromhomemom

Group your services into packages you'd like to sell
together

headline goes here...

Notes

CONTINUED

Use this space for package questions or hourly groupings if you
decided against doing packages to sell your services.
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Clients
These steps all lead to being prepared for
clients.
After finding out who your client IS, we will
start discovering proposals and then move into
contracts after talking about where to find
clients a little more.

clients are
everywhere and
the most important
thing to remember
is that there are
plenty of clients
out there for every
virtual assistant
businessfromhomemom

Up to this point, we've discovered your skills,
put them into a profile, figured out what you
are charging, and worked on a schedule.

...building a client
avatar
Creating a client avatar is a great way to

Once you know what type of client you are

narrow down where you will find potential
clients. A client avatar is deciding what
types of clients you want to work with.

looking for you can move on to wowing
them with a proposal.

product to help with caring for
pups might be your cup of tea.
Are they looking for a long-term
hourly freelancer or someone for short
one-off projects?

You'll also want to keep in mind the type of
clients you do not want to work with.
There's nothing worse than working with a
client who does not have the same ideals,
morals, or goals as you do.

businessfromhomemom

Ask these questions and use the sheet in
the resource guide to help you develop
this.
How much money does your ideal
client have in revenue
Why is this important? Because if
you are charging $50 per hour you
won’t want to look for clients in
small business start-up sites
What industry does your ideal client
work in?
What are you passionate about?
Reading, writing, or maybe dogs?
A potential client looking for a
proofreader, blog writer, or a new

headline goes here...

Notes

CONTINUED

What types of clients do you want? Use this space to start creating
the ideal client before you move to the next page.
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Worksheet
What type of business does your ideal client run?

2

What type of tasks does this client need completed?

3

Is your client long-term or short-term?

4

What values does your client have?

businessfromhomemom

1

Client Avatar

Proposals
Hey! Pick me! I’m
awesome and you should
totally have me take your
project to the moon!

businessfromhomemom

You’d think the first thing I’d want to cover is
where to find clients. But that’s not the
important part. Clients are everywhere.
Literally everywhere. What you need is a
strong way to say...

...continued
The key to an amazing proposal is to sound

Potential clients do not have the time
nor do they care about your personal
story
Potential clients only want to hear
about what you are bringing to the
project that will make it successful.
ere is what you need to keep in mind as
you write a proposal:
Start with an introduction that is
friendly and professional.
You should always research any client
as thoroughly as possible before
sending in a proposal. Check out the
reviews, comments from other
freelancers, or clients of the company.

You should always research any client
as thoroughly as possible before
sending in a proposal. Check out the
reviews, comments from other
freelancers, or clients of the company.
Show how your skills have helped
other clients and projects. Keep it
short but be detailed. Check out the
example.
Show how your skills can help with
the client’s problem or project.
If a client is saying that they have
1200 unread emails and they need
a pro VA to help unbury them then
you should point out that you are
the queen of digging up mummies
from email boxes and can’t wait to
dig in.

businessfromhomemom

confident, give details, and keep it short.
You need to remember these facts:

PARTS OF A PROPOSAL
BILLING RATE
Have this in mind as you are writing out
your proposal. If the project is long-term
compared to short-term you may want to
charge differently Also, are you new to
virtual assisting? Be sure to start your rate
low and add as you go. More skills + more
experience= more money!.

INTRODUCTION
This is where you introduce yourself,
explain your skills, showcase your success
in past projects, and request that they
schedule an interview Let your experience
and attitude shine. This is the perfect time
for your potential client to see just what
you can bring to their team..

ADDITIONAL QUESTIONS
Additional questions are added by the
client and are the first thing that a client
will see when they pull up your proposal.
Take the most time answering these
questions completely. Be sure to check for
spelling and grammatical errors.
Use this checklist when you are
starting to flesh out your proposals or
responding to any queries. Especially,
ones that you find on places like
Facebook.

TAKE YOUR TIME
Take your time when completing a
proposal, but keep them short and
detailed. The client does not have all day
to read a novel about your life. They want
you to cut to the chase.

checklist for success

Great Proposals Start Here
SHORT INTRODUCTION
Is your intro strong? Do you point out immediately what you can do for the client
without using slang/contractions/shorthand? Clients won't always understand
industry language for virtual assistants - spell it out for them.
Is your intro bare of super personal information?

EXPERIENCE ONLY
Experience should be listed as a story. Describe each successful project that relates
to the project you are trying to win. DO NOT talk about data entry if you are
applying for a project management project.
Keep it short and detailed.

PROOFREAD
Have you used correct grammar and punctuation?
Have you kept it as short as possible?

descriptions checklist

Use Strong Descriptions
VIRTUAL ASSISTANT
Motivated virtual assistant
Experienced virtual services
Rock-star of all things admin
Troubleshooter extraordinaire

GOOD DESCRIPTIONS
Motivated, experienced,
Quick Learner
Enjoy challenges
Team player (or not depending on
the project)

GOOD PHRASES
Your project will be
Will be analysed / assessed /
calculated / carried / checked/
compared / counted / determined
/ explored / evaluated / measured
/ tested / treated

OTHERS
Your project will be my priority
Timely completions and
communication
Willing to work on tight timelines
(if you are)
Able to adapt quickly to changing
responsibilities

headline goes here...

Notes

CONTINUED

Use this page to jot down some descriptive sentences on your success in
previous employment or projects - it will make sending proposals out so
much easier if you have a "templated" response ready.
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Checklist

Looking for clients on
the web

Facebook Groups where your clients might hang out

Add value to any conversation with intelligent information on
what your potential client is looking for.
Do NOT spam with your link. Only give when asked.

LinkedIn is great for finding clients in your specific niche.

Create strong profiles.

Also send short messages with any connection request, message,
or infomation.

Select groups and connections within your skillset.

mhomemom.co

Build relationships in the niche you'd like to virtual assist in

Discovery Calls

Your discovery call is
NOT an interview!

businessfromhomemom

Your discovery call is NOT an interview. Remember:
You're already reached out and included
information on what you plan to charge so people
getting on a call with you should already have
pricing expectations framed up
You are NOT being "interviewed" by the client for a
job
You are two peers, meeting. You're two business
owners on equal footing

checklist for success

Discovery Call Script
OPEN THE CALL
Hi, I'm excited to meet you/talk to you!
Do you mind if I record this, just so that I can refer back to it later if needed?
{Start Recording}
Okay, I've looked a bit at your business and I love (some specific thing), I'd really
love for you to tell me about what you're doing and where you feel like you're
falling short?

LISTEN, LISTEN, LISTEN
If a phrase or task resonates - make a note. If you have a question, write it
down.
Let the person talk for a couple of minutes about their struggles while you are
taking notes on which parts you can help with.
Bring the conversation to those tasks that you can help with and those for
which you may need to do some training but feel confident you'll master
quickly. Also, mention those tasks that you feel you will not be able to
complete or learn.

RESTATE YOUR OFFER
Once you've covered everything you're capable of doing you'll want to ask them if
they'd like you to send the contract and invoice.
Clarify when they'd like to get started and then send the contract and invoice.
Kindly remind them that if they are buying a retainer package, you won't start
work until the invoice is paid.

Checklist

Preparing for a
Discovery Call

Have a blank sheet of paper or blank Google Doc open with the
client's name, the date, and who is on the call.
Jot down the tasks that attracted you to the project so you can
bring up those specific ones in the call
Check all available social media and Google results for the client.

Check out the client's website to get a feel for the company

Jot down your strongest skills prior to the call - especially if you
are nervous
Have a copy of the proposal you sent to the client up so that you
can refer back to it for pricing or timeline questions
Remember that you are not interviewing for a job. You and the

Take a deep breath and smile confidently!

mhomemom.co

client are two business owning peers

DISCOVERY CALL QUESTIONS
Use this list of questions when you are
preparing for your discovery call

WHAT EXACTLY ARE YOU LOOKING FOR?
WHAT'S THE FINAL DELIVERABLE? IS THERE ONE?
WHAT ARE YOUR MOST PRESSING TASKS
WHICH TASKS WILL BE ONGOING?
HOW OFTEN WOULD YOU WANT TO CHECK IN WITH
UPDATES
WHAT IS THE MOST IMPORTANT TASK THAT YOU'LL
NEED HELP WITH?
WHAT TYPE OF COMMUNICATION IS BEST FOR YOU?
WHAT TYPE OF DEADLINES DO YOU HAVE FOR THESE?
WILL YOU WANT UPDATES? IF SO, HOW OFTEN?
WHAT DO YOU FEEL YOUR BIGGEST STRUGGLE HAS
BEEN TASK WISE THESE LAST FEW MONTHS?
SHARE YOUR WORKING HOURS SO THAT THE CLIENT
IS AWARE PRIOR TO STARTING
SHARE YOUR TIME TRACKING TOOLS AND HOW YOU
TRACK TIME
SHARE ANY PROCESSES THAT YOU USE THAT YOU
FEEL MIGHT BE HELPFUL FOR THE CLIENT TO KNOW

businessfromhomemom.com

Contracts
You should always have a signed contract.

This protects both you and the client. Good
contracts spell out deadlines, scope, and
payment.
All contracts should have a statement of your
relationship, project description, payment &
billing terms, responsibilities of each party,
project timeline and deadline, termination
conditions, and the legal clauses.

a strong contract
protects both the
client and the VA

businessfromhomemom.com

Even when you are doing a short project for a
client - make sure that the details are clearly
defined and that all terms are correct.

Great Contracts Start Here
CHECKLIST FOR SUCCESS PAGE 1

Statement of Relationship
One important, but easy to overlook section of your contract is defining your role as a
consultant or contractor. This is important both for you, if you ever have to prove your
work status for tax or financial purposes, and for your client, as protection against
employee misclassification. Remember, a contractor-client relationship is a business
relationship, not an employer-employee relationship.

Project Description
Next, it’s important to include the specifics of the work you are going to do. This will
help to make sure you and your client are on the same page in terms of the scope of the
project.Discuss any and all tasks and deliverables that the client expects to be
completed, and define a process for addressing scope creep.

Payment & Billing Terms
When discussing your bill rate and terms for a project, know what you want ahead of
time, what you plan on asking for, and what your absolute bottom line is. Price can
sometimes be a point of contention in contract negotiation, but if you come prepared
and confident, you can reach an agreement with your client.In addition to payment,
discuss how your client wants to be billed as well as net terms—the amount of time
your client has to send payment after receiving an invoice.
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Great Contracts Start Here
CHECKLIST FOR SUCCESS PAGE 2

Responsibilities of Each Party
When creating a contract, don’t assume that anything is understood—it’s best to get it
in writing. If there are multiple departments or business units involved in a project,
designate a point of contact and discuss how much time this person will have for
reviews and approvals. Establish a process for communicating your progress that
works best for you and your client. Some clients will require contractors to provide
insurance coverage; if this is the case, it should be included in your contract.

Project Timeline and Deadlines
Include the general length of your working relationship in your contract; if you don’t
know exactly when you will complete your project, you can list an approximate
timeline. Outline concrete deadlines for project deliverables and discuss exactly what
the client expects you to deliver at those points.In addition, discuss what constitutes a
successful deliverable or milestone. Setting actionable metrics will help you make
progress towards your goals, and your client will know exactly what they can expect to
receive at each step in the process.

Termination Conditions
Termination conditions outline the rights of both parties to cancel a contract. This is
an important section to include in the event of a worse case scenario. Reasons to end a
contract may include a breach of contract or nonpayment.
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Great Contracts Start Here
CHECKLIST FOR SUCCESS PAGE 3

Nondisclosure Terms, and Confidentiality and NonCompete Clauses
Non-compete clauses are designed to prevent employees from taking knowledge or
insider information from a company to a competitor. As an independent contractor,
non-competes are rarely a good thing to agree to because the very nature of your work
involves moving from client to client—some of which are bound to be competitors.If a
client wants to include a non-compete clause, explain that this would prohibit you
from remaining in business once the contract ends. If they insist, try and find a middle
ground by including non-disclosure terms or a confidentiality clause.The contract
process is a great opportunity to establish a positive working relationship with your
client. By aligning expectations, you can meet your client’s needs and have a clear idea
of what they expect of you. Once you’re both on the same page, you can move forward
with confidence.For more information on how to write and negotiate a contract,
read How to Write and Negotiate a Consultant Contract.
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Onboarding
Getting started with a new client is super exciting
and you probably just want to get started!

But, you don't want all of that excitement to go to

The checklist on the next page will help you keep on
track.

don't miss the
important stuff in
the excitement

businessfromhomemom.com

your head and make you miss things!

ONBOARDING CHECKLIST
Keep this list handy and make a copy of the
blank one on the next page for all clients.

WE'VE AGREED ON PROJECT SCOPE AND TERMS
I HAVE A SIGNED CONTRACT
I HAVE A DEPOSIT/FULL PAYMENT
WE'VE SCHEDULED A CALL TO DISCUSS WHAT NEEDS
DONE
I KNOW WHAT QUESTIONS I NEED ANSWERED IN
ORDER TO DO THE WORK
I HAVE ALL THE INFORMATION I NEED TO BEGIN
WORKING
I HAVE WAYS TO SIGN IN TO RELEVANT PROGRAMS
I HAVE SHARED MY CALENDER LINK FOR FOLLOW -UPS
THE CLIENT KNOWS HOW I WILL BE TRACKING TIME
OR PROGRESS
I HAVE SHARED MY WORKING HOURS AND WHEN I WILL
NOT RESPOND TO CALLS/TEXTS/ EMAILS
I HAVE DOUBLE CHECKED ALL INFORMATION TO
CONFIRM IT'S ACCURACY
I HAVE CREATED A WAY TO TRACK TASKS IN SOME
SORT OF SHARABLE WAY FOR THE CLIENT TO SEE
I HAVE ADDED THIS CLIENT TO MY OWN WORK
ROTATION

businessfromhomemom.com

ONBOARDING LIST
client name:

businessfromhomemom.com

a roadmap of getting a client

Client Onboarding
INQUIREY / PROPOSAL

KICK OFF CALL

Potential client reaches out or you reach
out to them and want to schedule a
discovery call. Send them a scheduling
link to set up a call.

This call is where you make sure you and
the client are on the same page and you'll
remind the client to send access to any
programs or apps you'll need access to

USE THE CALL

SET UP TASK MANAGEMENT

Use this call to discover what the client is
looking for and what tasks they need to
eliminate from their day. Limit this call to
30 minutes - they are not paying you for
this time!

At this point, you'll want to set up your
task management system and share it
with the client, if they request so that they
can keep track of where you are with their
project.

SEND QUOTE/ PROPOSAL

MOVING FORWARD

If you feel like this client will be a good fit,
send a formal proposal with your rates (if
you haven't sent yet as an intro) and
include the scope of the project as
discussed.

Confirm whether the client would like to
meet weekly, or if they prefer an email
update and set up a reminder to do so.
Also, set up a payment schedule with the
client so that invoices go out on time.

ACCEPTANCE OF TERMS
Once you send the proposal (or resend
after the discovery call) and initial
payment is made you can move onto
scheduling the kick-off call with the
client.

The Next
Steps
TEMPLATES
You now have access to templates:
Quotes
Proposals
Contracts
Profiles

TRAINING

NEED EXTRA HELP?

Not sure how Asana works? How
about Trello? I've got you covered.
Not only will you have access to
training in the VA Training Group - you
can ask questions in the Facebook
group and receive more training.

Do you need someone walking beside
you every step of the way? We offer
paid mentoring and will be glad to
have a call and see what might be
helpful for you.

GROUPS
Don't forget to join the Facebook
Group! Business From Home Mom is
ready to work with you to get your
business off the group and continue to
scale.
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