
 
 

Virtual Assistance Action Items 

 
 
Initial Assessment and Planning 

• Action Item: Conduct Needs Assessment 

o Deliverable: Comprehensive needs assessment report identifying the specific virtual assistance 
requirements of the business. 

• Action Item: Define Scope and Objectives 

o Deliverable: Detailed project scope document outlining objectives, key performance indicators 
(KPIs), and expected outcomes. 

• Action Item: Develop Project Plan 

o Deliverable: Project plan including timeline, milestones, resource allocation, and risk 
management strategies. 

Administrative Task Management 
• Action Item: Set Up Email Management System 

o Deliverable: Configured email management system with organized folders, prioritized email 
categories, and automated response templates. 

• Action Item: Implement Calendar Scheduling Tools 

o Deliverable: Integrated calendar scheduling tools with booking and reminder systems in place. 

• Action Item: Establish Data Entry Protocols 

o Deliverable: Documented data entry protocols and trained staff on data input, cleaning, and 
organization processes. 

 Customer Support Setup 
• Action Item: Design Customer Support Framework 

o Deliverable: Customer support framework including response templates, ticket management 
processes, and escalation procedures. 

• Action Item: Implement Support Ticketing System 

o Deliverable: Configured ticketing system for tracking and managing customer support requests. 

• Action Item: Train Support Staff 

o Deliverable: Completed training program for support staff, including knowledge of tools, 
protocols, and customer service best practices. 

 Document Management System 
• Action Item: Develop Document Creation Templates 

o Deliverable: Reusable document templates for reports, presentations, and other business 
documents. 

• Action Item: Set Up Document Organization Structure 
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o Deliverable: Organized folder structure and file naming conventions for easy document 
retrieval. 

• Action Item: Implement Document Management Policies 

o Deliverable: Document management policies including access control, backup procedures, and 
version control. 

 Quality Assurance and Testing 
• Action Item: Conduct System Testing 

o Deliverable: Test results report for email management, calendar scheduling, and support 
ticketing systems to ensure functionality. 

• Action Item: Perform User Acceptance Testing (UAT) 

o Deliverable: User feedback report and any necessary adjustments based on testing results. 

• Action Item: Finalize Documentation 

o Deliverable: Complete documentation of processes, protocols, and system configurations for 
reference and training. 

 Implementation and Rollout 
• Action Item: Deploy Systems and Tools 

o Deliverable: Fully deployed and operational email management, calendar scheduling, and 
support ticketing systems. 

• Action Item: Go Live with Document Management System 

o Deliverable: Operational document management system with active policies and procedures in 
place. 

• Action Item: Communicate with Stakeholders 

o Deliverable: Communication plan and stakeholder notification of system go-live, including any 
necessary instructions or training. 

 Post-Implementation Support 
• Action Item: Monitor System Performance 

o Deliverable: Performance monitoring report with metrics on system effectiveness and user 
satisfaction. 

• Action Item: Provide Ongoing Support and Maintenance 

o Deliverable: Ongoing support plan including regular check-ins, updates, and issue resolution 
procedures. 

• Action Item: Gather Feedback and Improve 

o Deliverable: Feedback report from users and clients with recommendations for continuous 
improvement. 

 
 
 
 

To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002. 
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