
Virtual
Assistant
STARTER CHECKLIST

T H E  U L T I M A T E



The ultimate checklist to keep you on
track when you start your VA business!

Before you start I just want to say - well done! 

You've taken the first step to becoming your own boss! I know from
personal experience how scary it can feel but I'm so excited for you
to start this journey.

This checklist is here to help you build the right foundations for your  
business so you can feel confident that you have everything you
need to be a success. 

Now, let's get started! 



S e t t i n g  u p
E S S E N T I A L S

Business Insurance

Registration with ICO

Website

Logo

Instagram business page

Facebook business page

LinkedIn profile updated

Business/Separate bank account

Legal Documents

Contracts

Register With HMRC

Terms & Conditions

Data Processing Agreement

N O T E S

Finding the right support network



G r o w i n g
Y O U R  B U S I N E S S

Define the services you will offer

N O T E S

Price your services/packages

Know who you want to work with 

Target content at those people

Post on social media daily



Congratulations, you've done it!
You've taken some HUGE steps to get your business moving
forward! 

But now what? Don't fear, I'm not going to abandon you when
you've come so far.

N E X T  S T E P S

THE VA BOULEVARD
My f ree  Facebook  g roup is  the  per fec t  suppor t  ne twork
fo r  VAs,  o r  anyone cons ider ing  becoming  one.  I t ' s  a
grea t  communi ty ,  to  share  adv ice ,  ask  ques t ions ,  learn
new t ips ,  and  meet  o ther  VAs.  

JOIN US FOR FREE

I f  you ' re  s t rugg l ing  w i th  any  o f  the  s teps  above or  maybe
jus t  a ren ' t  su re  what  to  do  nex t  -  book  in  a  ca l l  w i th  me!
Per fec t  i f  you  need some ex t ra  adv ice  o r  gu idance.

BOOK A CALL NOW

1:1 INTENSIVE HOUR OVER ZOOM

THE VA MENTOR PROGRAMME
Find ing  the  who le  p rocess  overwhe lming?

My 12-week  mentor  p rogramme prov ides  you  w i th
abso lu te ly  every th ing  you  need to  s ta r t  your  own VA
bus iness  –  inc lud ing  a l l  the  in fo rmat ion  you  need,  your
own webs i te ,  logo ,  emai l  and  so  much more !

CLICK HERE FOR MORE INFORMATION 

https://buff.ly/2T9M1cH
https://vamentor.co.uk/work-with-me/one-to-one-support/
https://vamentor.co.uk/work-with-me/the-va-mentor-programme/
https://vamentor.co.uk/work-with-me/the-va-mentor-programme/

