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Please take the time to answer the below questions. By doing so, the information that you provide will help me better understand you, your business and your administrative or online business management needs. Thank you in advance for taking the time to complete this assessment.
Name      
Email      
Website      
Business Name      
Phone Number      
What time zone are you in?      
What are your business goals for the next 12 months?      
What type of assistance are you in need of?
Short-term, Per-Project Based: I have a huge list of projects that I need to knock out! Please help me!
Long-term, Pay-As-You-Go (PAYG): I need a partner and someone who can plan ahead and help me tackle my never-ending task list.
Long-term, Collaborative-Based (Retainer): I need a partner for my success to help me plan and project for the future!

Tell me a bit about your business. What do you offer? Who is your market? How long have you been in business? And any other details you care to share.
      
How many hours of help do you anticipate needing on a monthly basis? I'm looking to gauge your investment boundaries in order to reach your goals and to see if it's realistic. I feel it is important that we both know where your expectations are for the projects you're looking to have done.      
Have you thought about how many hours it may take to implement a project? Please be as specific as possible.      
What systems/tools do you use? Please list all shopping carts, auto-responders and such that you use on a regular basis?     
What percent of your time do you spend on growing your business?
0-15%	16-30%	31-45%	45%+

What monthly activities would you like to outsource?
Administrative & Data Entry	Accounting/Bookkeeping 
Business/Office Management 	Operations Management
Creative/ Desktop Publishing	Web/Blog Content Management
eCommerce and/or Shopping Cart Management
Social Media Management	Online List Management
Product Creation/Management	Marketing Management
Affiliate Management		Team Management
General Project Management	Speaker/Author Management & Scheduling
Real Estate – Transaction Coordination		Other      

What methods are you using to grow your business? 
Internet Marketing	Person-to-Person Marketing
Print Marketing | Ezines, Newsletters, Collateral, One Sheet, etc.
SEO/SEM | Search Engine Optimization/Marketing
Social Networking (LinkedIn, FB, Twitter)
Network Marketing	Paid Advertising (Direct Mail, Radio Ads, etc.)
Speaking Engagements 	Events/Conferences/Trade Shows	
Attraction Marketing	Website/Blog
 Pay-Per-Click Advertising (Google Adwords, Facebook Ads, etc.)
Affiliate/Partner Marketing Other      

Accounting & Bookkeeping Services | Please select all you need help with.
Basic Bookkeeping (Data Entry)	Full-Charge Bookkeeping
Accounts Receivable 		Accounts Payable 
Job Costing & Tracking 		Cost of Goods Sold | Inventory & Parts Management
Management Reporting		Financial Statement Preparation
General Ledger & Journal Entry	Asset Tracking & Management
Auditing/Reconciliations | Bank & Credit Card	Payroll & Time Tracking Services
Tax Payments/Reminder Services		Budgeting & Forecasting
New Business Accounting System Setup	QuickBooks Customization
QuickBooks Training (by a QBs ProAdvisor)	Other      

Virtual Administrative Services | Please select all you need help with.
Word Processing/Data Entry	Database Creation & Management
Document Creation / Formatting (e.g. eBooks, Catalogs, Manuals, Books, Handbooks, etc.)
Article Distribution		CMS - Contact Management System 
Customer Support/Help Desk	Internet Research
PowerPoint Presentations | Create, Brand, Edit, Proof and Format
Tracking & Scheduling		Transcription	Technical Training Materials
Microsoft Excel Spreadsheets & Graphs			Microsoft Visio 2007
2007 Microsoft Office Training (Word, Excel, Access, Outlook, PowerPoint) I’m a Master 
       Certified Specialist)
Other      

Business Management Services | Please select all you need help with.
Office Management	Strategic Planning 	Project Management 
Operations Management	Event Management (Conferences, Trade Shows, etc.)
Change Management			Process Mapping/Reengineering 	
New Systems Implementation		Business Plan Creation & Execution
Marketing Plan Creation & Execution	Vendor Management
Speaker, Coach, Author Management	Human Resource/Team Management 
Other      

Podcasts, Audio & Video Services | Please select all you need help with.
Podcasts | Edit, Test, Publish, & Market	
Audio | Edit, Test, Publish, & Market
Video | Edit, Test, Publish, & Market	
Audio & Video | Combine, Edit, Test, Publish, & Market

Social Media Marketing & Optimization Services (by the Social Mediatrix®) | Please select all you need help with.

Be sure to check out my social media packages I put together on my products page. http://privadavs.com/products/the-social-matrix®  Sometimes, that's all you need to get kicked off.  And, it is a great way to see roughly how much social marketing campaigns will cost.
Facebook Setup (includes Business Fan/Like Pages)	
Twitter Setup (includes Custom Background)
LinkedIn Setup (includes Group research)
Facebook Event Setup	LinkedIn Event Setup	Hootsuite/Tweetdeck Setup
Social Media Marketing & Optimization Plan
EXISTING NETWORKS | Help! I need a Social Media Action Plan!
NEW NETWORKS | | Help! I need a Social Media Action Plan!
Content Sharing | I want participate in target market conversations and generate buzz about me and my business.  Where and how do I do that? 
Other      

Internet Marketing | SEO & SEM Services | Please select all you need help with.
(Note: 1, 2, and 3 are the MOST important and should always be included in a Search Marketing/SEO campaign) 
Keyword Research (Organic search and/or PPC campaigns)	On-Page Website SEO
Linkbait, Backlink, Inlink Strategies		Competition Site Research
Search Engine Submissions & Position Tracking 
Website SEO Evaluation (includes Wordpress sites). Excellent option for those who are unsure what they are or should be doing.
Email Marketing/Autoresponder Support	Website Analytics
Article Marketing	Press Release submission	Affiliate Program Assistant 
Content Repurposing | Create New Content/Products From Existing Content
Content Sharing and Distribution | Create Squidoo pages/ Hubpages/Slideshare, etc.
Other      
Blog/Web Maintenance | Web Design Services (by the Wordpress Maven® & HTML Codehead) | Please select all you need help with.
Website Design 		eCommerce & Shopping Cart Websites	
Domain Registration & Hosting Setup	Wordpress Site/Blog	Wordpress PluginWordpress Custom Theme 		Ongoing Maintenance 
Content/Copy editing	SEO evaluation, Category and Tag recommendations
Custom HTML Coding 	Custom CSS & PHP 	Custom Graphics & Banners
Wishlist or WP eMember Multi-Level Membership Site (Setup, Programming, Testing, 
       Maintenance)
Social Media Setup & Linking	Audio/Video Additions	Forum Setup
Opt-In Pages	Landing Pages	Sales Pages	Wordpress Training
Other      
 
Graphics/Desktop Publishing Services | Please select all you need help with.
eBook Graphics   	Custom Logos/Banners 	Twitter Background    
Web Graphics    	YouTube Background	Facebook FanPage Profile Graphic
Facebook Fan Page Graphic  			Other      

Real Estate Broker and Agent Services
Property Pre-Listing/Preservation
	· Manage the Listing and Marketing Process
· Order Pictures
· Order all pre-inspections (if applicable)
· Request and submit bids to Asset Managers
· Schedule property repairs
· Order winterizations
· Turn on and off utilities for inspections
· Order detrash and sales clean with before and after pictures
· Schedule all lawn services and maintenance
· Ordering & Scheduling Utilities 
	· Schedule snow removal services (if applicable)
· Monitor each vendor timeline and audit all vendor invoices prior to submission
· Complete and submit all REO expense forms online and offline for reimbursement
· Track all Accounts Payable items (if applicable) using QuickBooks
· Monitor accounts receivables and make follow-up calls
· Convert all files to PDF and store within the online transaction file


Transaction Coordination  
	· Prepare Broker Transaction File
· Follow transaction process from loan application to closing
· Obtain and review all Offers to Purchase received
· Complete and Submit Offer to Purchase Worksheet
· Obtain Highest and Best
· Distribute and collect all bank required forms and addendums
· Order POS from the City (if applicable)
· Ensure that all forms and documents are signed
· Change listing status on the MLS
· Follow-up with the Lender and Title Company
	· Follow-up on all contingencies and contingency removals
· Collect required documents from and for the bank
· Communicate with all agents, title, and the Bank/REO Company during the closing transaction process
· Obtain copy of the Loan Commitment Letter
· Order HUD-1/Closing Statement 
· Submit final Broker package to the office (if required) 
· Support all transaction activities using Point2Close, SettlementRoom, SureClose, RELAY, or Transaction Point


Reporting (Complete Monthly Marketing Reports/Property Condition Reports)
· Create marketing materials for all properties 
· Add all properties to online property marketing media 
· Schedule and manage all REO property showings and follow-ups 
· Setup pre-auction house-sitting/open house activities 
· Collect and report all showing feedback 
· Complete and submit Monthly Marketing Reports and Sales Condition Reports 	
Database and/or Lead Management	Accounting & Bookkeeping
Have you reviewed my website, detailed information and pricing?
Yes     No (Please see http://PRIVADAVS.com) 

Are you under a time crunch? 
Yes   No
Do you have a target date for completion?

Yes   No

If so, what is your target date? (At times, I am reserved with projects a couple weeks out.  However, depending on your need I may be able to knock out your tasks within a week.)
     

How would you like me to contact you? Please provide email, phone number and three (3) dates and times, you are available to discuss this assessment.

DATES:       	     	     		TIMES:	     	     	     
Upon receipt, I will contact you to get started on gathering additional information. Depending on what’s going on, it may take a couple days. I will do my best to contact you as soon as possible and no later than 48 hours.
Thank you for your interest in the services I provide. I hope we have a long, magical and engaging relationship. 

Warmest regards,

[image: PVS Logo Only_NEW_Signature Block.png]

Juline A. Kerr
Bizanista® | WordPress Maven® | Chief Bean Counter®
Social Mediatrix® | Master Multi-Tasker®

P: (888) 515-5454, x804
F: (877) 852-1195
E: Juline@PRIVADAVS.com
W: www.PRIVADAVS.com 
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