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Introduction to this Workbook
This e-book will be your gateway to understanding exactly how to find, hire and
work with a virtual assistant (aka a VA). It will also help you come up with a list of
things you can delegate immediately, how to delegate them and will provide you
with tips for each delegation piece.
We’ve had our virtual assistance business, www.bsetc.com, for seven years now
and have serviced over 300 entrepreneurs in countries around the world. We hope
that our expertise will help you in your delegation and outsourcing quest.
In the pages to follow, you will receive information that is practical, useful and that
you can use to begin outsourcing immediately. If there are still unanswered
questions, once you finish this book, send us an e-mail to info@bsetc.com as we’d
be more than happy to help.
We have a ton of free resources that we would also like to point you to:

•

www.bsetc.com - tons of blog posts on outsourcing

•

www.slideshare.net/erinblaskie - presentations on outsourcing

•

www.thevacoach.com - the virtual assistant’s perspective on business
ownership – insightful for entrepreneurs who want to learn more about how
they work

•

www.entrepreneurdiy.com - tutorials and resources for entrepreneurs

Enjoy the book and if you want one piece of advice on delegating (in case you
don’t make it past this page) it is this: start slow, delegate just one thing off of your
plate, but start.
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Chapter One: Delegation 101
Why Does Someone Need to Delegate Tasks?
Do you find yourself struggling to find the time to
focus on product creation, client relations, new service
creation or any other money-making activity?
One of the biggest hurdles with regards to owning and
managing your own business is delegation.
The main reason most entrepreneurs and business owners don’t grow is due to their
fears and frustrations around building and utilizing a team. When you don’t have a
trusted, talented team behind you, you can’t delegate out some of the more menial
tasks and therefore you run the risk of becoming frustrated and irate with some of
the daily, weekly and monthly tasks you need to do.
Most of the people that are in business have a common belief that nobody can do it
better than they can so they hang onto each and every task until they get
overwhelmed and cry out for help.
The best thing that you can do to save your sanity would be to plan ahead, build
up your team and delegate out the tasks that (a) you don’t want to do or (b) are
routine and require a lot of your time but not a lot of ‘you’.
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What are Some of the Tasks that I Can Delegate?
In your business, you can delegate a wide variety of items.
If you were to look at your average day, what are the tasks
you are doing that you wonder the most about “why” you
are doing them? It could be inputting data into your
system, it could be making text changes on your website or
it could be calling your customers when their credit card is
declined. Whatever it may be in YOUR business, you need
to remember that it can always be delegated away.
The tasks that are most often delegated include those that are:
-

Repetitive in nature

-

Menial or low-thought items

-

Tasks that do not require YOUR expertise to complete

-

Tasks that you may not like to complete (and that’s okay!)

-

Scheduled items that will require someone to remember to do them on a
daily, weekly or monthly basis

Don’t delegate any tasks that you could just take away from your current workload.
Oftentimes, people will delegate something that they don’t even need to be doing
anyway. If you can eliminate it from your schedule, do that instead of trying to
pass it off to someone else.
Don’t delegate things that YOU should be doing. These things include
performance reviews, hiring and firing (unless you have a large company and you
require a recruiter) and big company decisions.
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When delegating, delegate out the end result and not the methodology. Sometimes
people will delegate something and then spend a long period of time explaining
how they want it done. If you just let the person doing the work determine the best
way to get to the end result, he or she may come up with a faster way to do the job.
It also doesn’t make sense to delegate something to your assistant and then spend
a long period of time explaining it because in that period of time, you could have
performed the task yourself (defeating the purpose of delegating the task to
someone else!)
In Chapter Three, we’ll look at 30 days of problems and solutions as it relates to
delegating tasks. This will give you a wide range of ideas as to what you can
delegate out to your VA.
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Who Should I Delegate These Things To?
Depending on the task, there are a number of
people you could delegate tasks to. In today’s
age, with the presence of the internet, nearly
every business is now online in some form or
another.
If you’re looking to build a new blog for your web presence, you may want to seek
out the help of a savvy virtual assistant or a blog designer. If you’re looking for
customer service, you may want someone who is laser focused on that. Whatever
the task is that you are looking for, make sure to do your research beforehand.
Some of the items you want to consider are:
1. Does this person fit into my budget?
2. Does this person have the skill set that I need for this task?
3. Can I utilize one person for many tasks or do I need one person per task?
4. What special skills does the candidate have that other candidates do not?
5. Are you emotionally drawn to the candidate’s message or overall business
model?
There are a wide variety of factors that will determine the type of person you will
work with but in terms of the actual roles you can delegate out to, they may
include:
-

A virtual assistant

-

A web designer

-

A marketing manager
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-

An operations manager

-

A customer service representative

-

An executive assistant

-

An online business manager

-

An internet marketer

-

A copywriter

-

Etc.

There are plenty of sources out there and the best way that works is to find
someone who comes highly recommended by one of your colleagues or clients.
Referrals generally turn out to be better candidates since they have their
relationship with their current client (the referrer) at stake as well.
To ensure you are satisfied with your relationship, have a telephone conversation
with the person and ask the person questions relating to both the task at hand as
well as their experience with other things. Allow the conversation to veer to the
personal side from time to time because that will allow you to know for sure that
you can work with this person moving forward.
Building a strong team is one of the most valuable pieces of your business.

101 Things to Delegate to a Virtual Assistant
The Basic Stuff – General Reception / Assistant Duties

1.

Listening to and summarizing my voice mail messages

2.

Receiving my calls while I am away traveling or when I just need a
day off

3.

Screening my e-mail, deleting spam and responding to inquiries

4.

Handling my customer support e-mail account / help desk account

Copyright © 2011

www.bsetc.com

10 of 61

5.

Setting up my appointments with clients and colleagues

6.

Creating a procedures manual for my business

7.

Booking my travel and managing my point reward systems to ensure I
am getting the best deal each and every time I travel

8.

Coordinating my speaking engagements, special events, conferences
and other out-of-office events

9.

Preparing my PowerPoint presentation for my next big meeting or
product / service showcase

10.

Typing up my correspondence including letters, memos and other
similar documents

11.

Doing my internet research for the projects I are working on

12.

Managing my user names and passwords for my various accounts so
that I will never lose them or forget them again

13.

Coordinating my weekly / monthly team meetings

14.

Recording notes for my telephone meetings, teleseminars or
teleclasses

15.

Managing the details of my next project in a project management
system such as Microsoft Project

16.

Doing my data entry

17.

Preparing my mailing labels and envelopes for a direct mail
campaign

18.

Tracking shipments for me and ensuring that packages arrive to their
intended recipients and following up if they do not

19.

Receiving my faxes and forwarding the appropriate information to me

20.

Sending thank you notes, holiday cards and other correspondence to
my clients and colleagues

21.

Managing my contacts and categorizing them into easy to find
categories

22.

Gathering testimonials from my customers for use on my website

23.

Embedding links into my PDF files to make customized reports for
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my customers and affiliates
24.

Networking via forums and group discussions to increase general
awareness of my products and services

25.

Liaising with my fulfillment house to make sure that my products are
shipped out to my customers on a regular basis

26.

Troubleshooting any issues that arise with the accounts that I have

The Automation Side of Things

1.

Setting up the bridge lines for my teleseminars and teleclasses

2.

Downloading bridge line audios, converting them to MP3 and
uploading the audio files to my website so that my customers may
have access

3.

Transcribing my teleseminars and teleclasses into useful infoproducts

4.

Posting my blog entries

5.

Posting my articles to various article banks

6.

Setting up my e-zine for mailing to my list

7.

Setting up broadcasts that are sent to my mailing list

8.

Setting up autoresponder lists and messages

9.

Backing up my mailing lists on a weekly / monthly basis so that my
asset is safe and secure

10.

Setting up my shopping cart and updating it with new products

11.

Taking care of my customer refunds, purchases and other related
purchase inquiries

12.

Approving comments that come in to my blog

13.

Managing my blog’s feed and ensuring that it is pinging the
appropriate services

14.

Formatting my blog and connecting it to my website

15.

Managing my list and taking care of my unsubscribe requests
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16.

Adding chicklets to my blog so that it can be easily added to other
viewer’s feed readers

17.

Managing my eBay auctions and corresponding with customers that
come through the eBay service

18.

Keeping a running list of the broadcasts and autoresponder messages
that I have sent to my customers so that I do not have to reinvent the
wheel each and every time I wish to communicate with them

Web Life

1.

Keeping track of my domain names, renewal dates and everything
else related to my website(s)

2.

Making changes and tweaks to my website

3.

Liaising with my web developer on larger projects

4.

Setting up and managing my live support feature via my website

5.

Posting opt-in boxes and other such forms on my website for the
purpose of collecting names for my mailing list

6.

Managing my link exchange / link building campaigns to increase my
exposure on the web

7.

Setting up and managing my online e-learning system

8.

Optimizing my site for the search engines and ensuring that my site is
“keyword rich”

9.

Submitting my sites to the various search engines so that it is picked
up by the search engine spiders

10.

Taking care of my Google AdSense or AdWords accounts

11.

Designing simple graphics for my website

12.

Assisting me in recording audio for my website or for use in my
podcast

13.

Sending me my monthly traffic reports for my website(s)

14.

Registering new domain names
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15.

Uploading new website content via my FTP server

16.

Keeping my website fresh and up-to-date

The Write Stuff

1.

Ghost writing my special reports and e-books

2.

Formatting my e-books for publishing

3.

Proofreading my autoresponders, broadcasts, e-books, special
reports, website copy, etc.

4.

Writing press releases and distributing them to the best PR sites on
the web

5.

Putting together my proposals for my next big business venture / idea
or collaboration

6.

Creating questionnaires and / or surveys for my customers

7.

Copywriting the sales pages for my website

Bookkeeping Basics

1.

Managing my expenses and compiling a weekly / monthly report for
my accountant

2.

Entering my incoming revenue into accounting software so I can
view my cash flow at any given time

3.

Issuing payments to my affiliates

4.

Invoicing my clients and keeping track of outstanding payments

5.

Reconciling my bank account on a monthly basis

6.

Paying my bills

7.

Managing my personal budget and setting up a payment schedule for
my regular bills

8.

Tracking the income I generate from AdSense and the expenses I
have on AdWords
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9.

Providing quotes for services to potential clients

10.

Managing my accounts receivables and contacting those late-paying
clients / customers to arrange for payment

Human Resources Management

1.

Managing my team’s employment information

2.

Keeping my employment contracts and sub-contractor or contractor
agreements up to date and issuing them when required

3.

Updating my resume and keeping the bio on my website updated
regularly

4.

Notifying me when my team members are due for evaluations or
wage increases

5.

Screening candidates for other openings in my company and
providing me with a list of the top candidates

6.

Posting job opportunities to various job boards

7.

Managing my Elance account and researching the applicants who bid
on my projects

Specialized Services – Real Estate Assistance

1.

Updating and enhancing my realty listings

2.

Tracking my leads for my real estate listings

3.

Schedule appointments with my potential buyers and help me
arrange my open houses and other such events

4.

Sending out my flyers and postcards to announce new events I am
hosting in the area I work in
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Specialized Services – Legal Assistance

1.

Creating and automating of the forms I use to improve efficiency

2.

Drafting pleadings and discovery responses

3.

Providing support for my pro bono or volunteer activities

4.

Liaising with other legal professionals and providing them with
documentation when required

Specialized Services – Professional Speaker / Coach Support

1.

Preparing my one sheets, bios, event calendars and my list of services

2.

Assembling and mailing my information and presentation packets
and press kits

3.

Designing and formatting my workbooks and course documentation

4.

Creating and maintaining my database for classes, workshops,
seminars, teleclasses, teleseminars and webinars

Business Management and General Tasks

1.

Helping me write my business plan and keep it up-to-date as the
scope of my business changes

2.

Brainstorming for new business ideas and joint ventures

3.

Tracking where my time is spent in order to maximize the time spent
in and on my business

4.

Providing technical support to me when I require that extra-added
information

5.

Providing me with general support in all of the activities that I do and
the efforts that I make
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Chapter Two: The Virtual Assistant
In this e-book, we are going to focus on delegating items to a virtual assistant
specifically.

What is a Virtual Assistant?
Simply put, a virtual assistant is someone who provides
administrative support to business owners but does not
necessarily perform these services in the owner’s office.
This is the aspect that makes a virtual assistant “virtual.”
Although some VAs do spend time in the offices of their
clients, most do not.
Most virtual assistants work with a wide variety of clients from across the country
they live in or from around the world. Being that the work is virtual; the
possibilities are limitless when it comes to location.
Virtual assistants also charge for their work on an hourly basis. Every virtual
assistance business is different in that they may have hourly packages setup or
retainer rates but most just charge a flat hourly rate for their services. The clients
then pay the VA for the work that he or she performs for them in a given pay
period. These pay periods are also defined by the VA themselves.
Most VAs work from home and have their own home office setup. This allows
flexibility in the hours that you would work and it also allows you the comfort of
working in your home.
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There are various types of virtual assistants. Most VAs are focused on the
administrative aspects of assistance and they provide services such as word
processing, editing, proofreading, document creation, scheduling, event
management, file organization and other similar tasks. These virtual assistants
generally charge in the $15 to $25 dollar range per hour.
The next type of virtual assistant would be what I call the ‘web savvy’ VA who does
administrative based support but also has experience in the operations that are
required to run an online business. The tasks that are included here include
shopping cart setup and maintenance, website maintenance, autoresponder
management, blog posting, etc.
These VAs can charge a bit more since their knowledge is at a higher expertise
level than the administrative based VA. These VAs generally charge between $20
and $40 per hour.
The last type of virtual assistant would be someone who considers themselves more
of an online business manager. This person would work with their clients in a
business partner role and provide a mutually beneficial relationship for them.
This type of VA would be much more inclined to evaluate the operations of a
client’s business and suggest ways in which he or she could improve their
processes. These VAs generally charge $50 and above per hour.
At the very least, your VA should be knowledgeable with the office based software
programs – Word, Excel, PowerPoint, Outlook, etc. – and the Internet.
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What Should I Expect from My Virtual Assistant?
When it comes to expectations, the first rule to remember
is that right from the beginning of your relationship, you
are going to be setting the expectations and the ‘stride’ of
your working relationship.
There is a saying that goes something like this: you teach
people how to treat you. This is no different in a situation
like this.
If you want your VA to be a fast responder and give you a quick turnaround time
on projects, make that expectation known right from the beginning.
When you have your initial phone conversation with your VA, you’ll want to lay
out the ground rules and exactly how you want your working relationship to be.
Besides the items that you will let your VA know, you should always expect:
-

Excellent communication skills

-

Fast, responsive and knowledgeable

-

Someone who is computer savvy and willing to learn new things (on their
own time)

-

The ability to meet deadlines and complete projects correctly the first time

As we discussed in the previous section, you’ll want to make sure that you are
choosing a virtual assistant who clearly matches your needs. If you’re looking for
an administrative-based VA, search out that type of assistant. If you’re looking for
someone with a lot more technical knowledge, search for that type of VA.
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Working Out the Cost to Delegate Items
Delegating can seem like a huge expense before you work
out what it may really cost. To help with this, I’ve setup a
really simple equation you can do at anytime, with any
task.
To determine how much delegating an item is going to cost you, you’ll want to use
the following equation:
(HOURLY RATE OF VA / 60)
x TIME TO COMPLETE IN MINS
x FREQUENCY PER PAYMENT PERIOD
As an example, let’s look at how much it would cost you to delegate out article
submission.
Let’s say the VA’s hourly rate is $25 per hour, the time to complete one article
submission is 15 minutes and you want it done weekly.
This VA invoices monthly.
The equation would be:
(25 (hourly rate) / 60) x 15 (time to complete in minutes) x 4 (frequency per
payment period) = $25.00
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Chapter Three: Taking Action on
Outsourcing
This workbook will guide you through the process of evaluating what to delegate
and how to get started delegating that project. Then, you can use this workbook to
delegate out more tasks to your team as you grow together.

Step One: Goals
Before you can delegate anything, you need to determine the goals you have and
why hiring a service professional will help you achieve those goals.
Examples could be building a bigger list, increasing income or creating passive
revenue products.
Goal #1:

___________________________________________________________

Goal #2:

___________________________________________________________

Goal #3:

__________________________________________________________

Once you’ve determined those goals, I want you to then write out three steps you’d
need to take to achieve each goal. Yes, there may be many more steps than just
three but let’s indentify three for each.
Goal #1:

___________________________________________________________

Step #1:

___________________________________________________________
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Step #2:

___________________________________________________________

Step #3:

___________________________________________________________

Goal #2:

___________________________________________________________

Step #1:

___________________________________________________________

Step #2:

___________________________________________________________

Step #3:

___________________________________________________________

Goal #3:

___________________________________________________________

Step #1:

___________________________________________________________

Step #2:

___________________________________________________________

Step #3:

___________________________________________________________

Step Two: Identifying Skills Needed
Looking at the steps in each of your three goals, what are the skills you need to
have at your disposable to help you achieve the end result?
__________________________________

___________________________________

__________________________________

___________________________________

__________________________________

___________________________________
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__________________________________

___________________________________

Step Three: Identifying Timelines
In order to delegate out to someone else, you need to define some timelines for
your team.
On the calendar below, start by laying out the end result somewhere on the
timeline. Then, backtrack from that position and layout the steps to achieve the
goal as you defined above. This is just a rough guideline and you may add in other
steps in future.
The calendar is blank at the moment to allow you to place in the dates that make
most sense for the month you are in.
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Step Four: Communicating to Your Team Member
Now that you have this down in an organized way and you see what is most
important to start on, debrief your team member. Send them this document or, use
the form below to write up a summary to your team member.
-------------Good Morning/Afternoon/Evening!
I am so excited! I’ve decided that our first project will be one that will help me
achieve (INSERT GOAL HERE). Here’s how we’ll do it.
I’ve indentified that in order to achieve (RE-ENTER GOAL HERE), we’ll need to
(ENTER STEPS HERE). In order to achieve these steps, we’ll need your assistance
with (ENTER THE SKILLSET THAT THEY HAVE THAT YOU HAVE INDENTIFIED
THEM HAVING).
Before we start this project, I’d love to get a feel for what you see us needing to do
in order to achieve (INSERT GOAL HERE). If you have ideas, tools or resources, I’d
love to see hear about them.
Also, let’s schedule a call to discuss the project and what we need to do to get this
complete. I’d like to have the project done by (INSERT END DATE HERE) and
started by (INSERT START DATE).
Thank you!
(YOUR NAME HERE)
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-------------This template will help you communicate your goals, the steps and the skills that
they have and can bring to the project. Plus, you are letting them communicate
back and give you their feedback on reaching the goal even before you begin.

Step Five: Tracking the Project
The last step in the process is to get the above information into a project
management tool like Basecamp. This can be done yourself or by your team
member. Assign to-dos, milestones and put the notes you’ve made above into a
thread in Basecamp.
The key here is to touch base at least once a week to get a feel for where the
project is and what is coming up that may not have been foreseeable when the
project first started.
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Chapter Four: 30 Days to Delegation
Success
In this chapter, we’ll explore 30 things you can outsource to a virtual assistant
starting immediately!

Delegate Your Affiliate Program Setup
Problem: Perfect – you now have a shopping cart setup and your products are also
ready to go! The problem is, you now also have people who want to sell your
products for you and earn some great commission from it.

Solution: Have your virtual assistant set you up with an affiliate program through
your shopping cart program (if it has that feature built in).

By having an affiliate program setup, you can have people sell your products for
you thus generating more sales and a bigger list! You get to choose which items go
into the affiliate center and you also get to approve the types of advertising your
affiliates will use to sell your products.
Tips Around Delegating This Task

An affiliate program allows other people to promote your products and services to
their marketing lists. They do this so they can make a profit on what it is you sell.
By doing this, you can increase your exposure as well as the number of sales you
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receive.

Affiliate programs do take some time to manage but once they are setup, you
basically have a self-sufficient system that is perfect for tracking extra sales and is
perfect for letting others sell on your behalf.

To get started, you just need to have your assistant setup the shell of the service and
then you’ll need to choose some promotional copy and some imagery to help
promote the product.
The last step, once that is setup, is to let your customers and clients know that you
now have an affiliate program!

Delegate Your Website Changes
Problem: Website changes and copy changes are driving you mad! Focusing your
energy into web design has become something that is taking away from your
workday rather than adding to it.
Solution: If your VA is web-savvy, have him/her do all of your website updates and
changes for you! Things like copy changes, button creation, graphic creation,
moving around blocks of content, adding links, etc. are all things that can be done
by a super-savvy VA!
Tips Around Delegating This Task
Making web changes can be one of those daunting tasks. The best way to keep
track of your web changes is to make a running list and submit those changes once
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a week to your assistant. Choose a day of the week and make that your website
changes day. Due to the fact that a certain technology needs to be used to do this,
it may be more beneficial for you to hold off to one specific day.
When giving someone web changes, it is vital to make sure that your instructions
are detailed and you explain which pages you want the changes made on and
exactly what the changes are. In my experience, the best way to do this is to follow
this sample template:
Current page URL is _________. On this page, it currently says “Quote the site
exactly” and I need it to say “New text.”
This way, your assistant (or web designer) knows what you need changed and you
can avoid a few unnecessary e-mails back and forth on the issue. It is also
important to put some thought into your changes to make sure there aren’t
additional items you want done while the person is doing your changes.

Delegate Your Internet Research
Problem: You have a project of your own to do that involves a lot of internet
research – latest labor statistics, industry specific trends, etc. – and you just don’t
have the time to devote to this.
Solution: If your VA has experience doing Internet research and pulling various
statistics from the web, have them do this work for you! They can compile it into
any format you like – Word document, Excel spreadsheet, PDF file, etc. – and
produce you with something that you can easily insert right into your existing
project!
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Tips Around Delegating This Task
Before delegating out Internet research, make a short list of guidelines for your
assistant. The Internet is expansive and there are many, many, many websites and
information sources available to quote. If your assistant has a few guidelines, he /
she will make much better use of that time. For example, you may want to give
them some of the following guidelines:

•

What topic you need research on.

•

What websites you may have already come across.

•

Any keywords you want to include.

•

Keywords and information to ignore in the research.

•

What type of information you want to see – URL references, quotes taken
from the website, screenshots, etc.

•

What format you want the research in when you receive it – Word
document, PDF, etc.

Delegate Your Customer Support
Problem: Your customer support inquiries are starting to pile up and answering the
e-mails is taking up far too much time. You know your customers are top priority
but e-mailing each of them and giving them each the time they deserve is time
consuming.
Solution: Ask your VA if he/she does customer support! If this is part of their service
offering, ask them to do one of two things.
They can setup your e-mail to forward into an account such as Google Mail and
then they can answer e-mail from that account on your behalf (and you have
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access to it so you can see what is being answered and what is coming in!) or set
yourself up with a service such as Kayako Support Center and utilize all of its
functionality. This will allow you to appear quite professional for your customer
base.
Tips Around Delegating This Task
Whichever method you use for your customer support, make sure the person doing
support keeps a running document of stock responses. The reason I suggest this is
because in future, if you need to train someone new or you need to have someone
cover for vacation, you have an operations manual for the customer support side of
the business.
The best way to do this is to add all of the most common responses to a document
and add to it as you go along. One format I have used in the past would be this
(example only):
Question: How long does it take before I will receive my order?
Response: Hello!
Thank you for your recent e-mail. In response to your question, we ship out all
orders within 24 hours of receiving the order notice. Depending on where you are
in the US, you may receive it in 2-4 days.
If you do not receive it in one week from now, please give us a call at (555) 5555555 and we’d be glad to track down the order for you.
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Sincerely,
Customer Support

Delegate Your Info-Product Creation
Problem: You want to begin creating info-products for your customers but you
aren’t sure where to begin and the thought of creating something like that
overwhelms you.
Solution: Forward your VA all of the content you currently have. This content
could come from your newsletters, e-zines, free reports, operations manuals, etc.
Anything that you have documented or written could potentially be compiled into
an e-book.
The thing to remember is that you should be leveraging your knowledge so that
you continue to create more focused, creative time for yourself. If your VA has ebook layout and production skills, he/she can produce you an info-product based
on content you already have!
Tips Around Delegating This Task
When you are looking at having someone else ‘ghostwrite’ an info-product for you,
make sure you set clear guidelines. Here are some questions to ask yourself first:

•

Do I want someone who will compile the entire info-product for me?

•

Do I need brand new content written?

•

What sort of information would someone need to do this for me?

•

How vital is it that I do the entire product creation?
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By answering these questions, you’ll be able to answer the question of “Is this
something I can delegate out?” Compilation of data is easy to give someone else to
do but entire product creation is not always as easy.
One thing your VA can definitely do for you (or at least most VAs I know should be
able to do this) is format your data so it is “pretty” and is in standard e-book format.
Standard e-book format means cover page, table of contents, nice layout, graphics,
etc.

Delegate Your Landing Page Setup
Problem: Creating landing pages for joint ventures is taking up too much time – not
to mention the technical, web side of things. You need these landing pages to be
able to convert prospects from someone else’s list to yours (usually by offering a
free product on the other side of that!)
Solution: If your VA has web design experience, get him/her to setup your landing
page with an opt-in, confirmation box and let them connect with the contact at
your joint venture’s company. All you would need to do is provide some content
for the page and the VA can do the rest!
Not only does this take the task off of your desk, it allows your VA to take a
marketing approach to the landing page.
Tips Around Delegating This Task
A landing page, in case you aren’t familiar with one, is a page that is used in a joint
venture.
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Generally what happens is that the person you are collaborating with will put
together a promotion and you’ll do the same and you’ll direct people to a page
where they need to enter their name and e-mail address to receive whatever it is
you are giving away or doing (a teleconference or an e-book for example).
When doing ANY type of promotion with someone else, make sure you can
capitalize on it and collect e-mail addresses for your list too! In Internet marketing,
your list means everything and you want to be sure you can market to these people
again in future.
Landing pages are easy to setup and the great part is that once you setup one
landing page, you can copy the ‘shell’ and just modify it to reflect the current
promotion you are doing.

Delegate Your Article Submissions
Problem: You’re back on the subject of Internet marketing. You have content but
you’re not sure where to leverage it to bring people to your site.
Solution: If you have content, why not pass that onto your VA in the form of an
article? Your VA can then take your articles and submit them to various article
banks, which will get your name out there (along with your message!) without you
having to do any work. The best part of article banks is that website owners use
article banks to find content for their blogs, etc. You just never know where your
message would end up!
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Tips Around Delegating This Task
Submitting your articles is a helpful way to get your name and your business out
there on the web. Article submission tends to be a viral form of marketing because
once you post them to an article bank; other people can then copy your articles
and post them on their websites and their blogs.
Article submission is also a great way to gain expert status in your chosen field. By
writing articles on your chosen subject, you’ll begin to get your ideas and your
thoughts out there and you’ll gain a following of people who love your content and
who need your help.

Delegate Your RSS Feed Management
Problem: A big part of Internet marketing is reading other people’s blogs. Why is
this? Well, number one it increases your own knowledge of what is going on in the
industry and what your competition is up to. Number two, you can comment on
posts that you have feedback for which increases the links back to your site as well
as provides you with exposure to the authors and their readers.
Solution: Allow your VA to register you a free account at Newsgator (or Google
Reader, Bloglines, etc.). This web-based software will allow you to compile all of
your feeds (blog entries) into one place, which makes it easier to read and easier to
comment. Your VA can even spend a bit of time doing some market research to
find out who is blogging on similar topics as yours and then they can add these
feeds to your Newsgator.
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Tips Around Delegating This Task
There are some great ways to use your feed reader program as a marketing and
business tool. Here are the top five ways:
Build a Network – when you’re reading other people’s blogs, you’ll develop a
network of like-minded individuals and people who share similar interests. You can
also meet people to provide your products and services to and you’ll find people
who have products and services that you need.
Create Links Back to Your Site – by commenting on other people’s blogs, you’re
creating a search engine ranking fiesta and all roads lead back to you! Page rank is
determined by a number of things but one of those things is how many incoming
links you have to your website. The more links, the higher you rank.
Gain New Readers – when you comment, a hyperlink is placed to your site on that
person’s blog. When their readers are reading through the blogger’s article and they
get to the section where the comments are, chances are they will be interested to
see who said what about that entry. Especially if it’s something that is borderline
controversial! If these people like what you said, they’ll most definitely click
through to learn more about you.
Keep Up with the Latest Trends – good bloggers will be writing about the things
that they think people need to know about. Capitalize on this by watching what
people are blogging about. Most often, you can pick up a trend and this will give
you some hints and ideas as to what YOU should be blogging about.
Build Up Your Expert Status – when you comment on other people’s posts and you
offer some of your own advice, people will begin to view you as an expert in your
own industry. The one thing to remember though is that you should make your
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comments count. Commenting on blogs just to say “Nice post” won’t get you the
same attention.

Delegate Your Transcription
Problem: Once your teleconference is over, you want to have the audio files
transcribed into a Word document so that you can use that content in an e-book or
a special report. You aren’t skilled in the area of transcription and you just don’t
have time to do it.
Solution: Let your VA transcribe it! Not all VAs offer this as a service but those who
do would gladly take on the task. Transcribing your files has so many benefits (one
of which I mentioned above – content for use in other areas) but it also allows you
to pass it on to the listeners on the call or those who couldn’t make it to the call.
Tips Around Delegating This Task
Transcription is particularly helpful when you are looking to create info-products or
have a written testament of what occurred on a teleconference or in a recorded
audio session.
Many entrepreneurs use these transcripts to provide a great resource for their call
attendees and others use it to package with the audio and sell as an info-product.
When handing off transcription, there are a few key things to note:

•

Decide which format you want it in and let your assistant know – Word or
PDF – and how you want the spacing and other formatting
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•

Request whether the transcription is done on a per hour basis or a rate that
is per audio hour (per audio hour is cheaper for you)

•

Some assistants outsource this so make sure to ask whether they will be
doing it or if someone else will be doing it

•

Decide whether or not you want to put it into a fancy template or just have
it done in plain Word and then converted to PDF

Delegate Your Teleseminar Setup
Problem: You have a teleconference scheduled and you’re not sure how to handle
the bridge line or how to record the audios. You’ve spent time researching on the
Internet but there is just no hope and end in sight.
Solution: Give away the research to your VA! Chances are, he/she has already
worked with a bridge line service (there are a few really great services that also
include a free recording of all calls!) and they can get you setup within minutes!
Tips Around Delegating This Task
Bridge lines are perfect for doing audio teleseminars, creating info-products and for
having a central meeting place for your team. The things you want to look for in a
bridge line is:

•

Ensure the service is free (there are plenty out there)

•

Check to see if they include free audio recording

•

Do a test run with a friend, colleague or family member to check out the
service and the control panel. Check for ease of use and the recording
quality.
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If you’re not sure why you would want to do a teleseminar, you may want to
consider it to:

•

Record an interview with an expert and sell it on your website (with the
expert’s consent of course)

•

Record your own audio program to sell on your website about an area you
are particularly versed in

•

Record a conversation with your team so you can go back and review
without taking notes

We sell a virtual event process guide that you can use when setting up and
organizing your virtual events. Learn more here:
http://www.erinblaskie.com/learn-from-erin/products/

Delegate Your Domain Name Management
Problem: You have over 50 domain names and you aren’t sure where they are
registered, when they expire and where they currently forward. You want to make
the most of the domain names but just aren’t sure where to start.
Solution: Give your VA the user name and passwords to the websites where your
domain names are kept and let them compile a detailed spreadsheet for you. They
can ensure your contact information is up-to- date and that your domains won’t
expire before you have a chance to decide whether you want to renew them or
not.
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Tips Around Delegating This Task
Set the domains you don’t want to lose on auto-renew for the billing. Then, you
won’t chance ever losing them and your virtual assistant won’t have to go in and
manually update the domain names.
Make use of your domain real estate space. If you have domains that are related to
your other current websites, forward them. Otherwise, consider setting up onepage sites with Google AdSense or one product.

Delegate Your E-mail Overwhelm
Problem: You’re spending too much time deleting the spam from your inbox,
checking into the validity of link exchange requests and responding back to your
customers on general support issues.
Solution: Provide access to your VA so he/she can go in to your e- mail inbox and
delete the spam for you! You can have your VA do customer support as well as
manage link exchange requests. By giving away this one, simple task, you’ll save at
least 30 minutes each day!
Tips Around Delegating This Task
Provide access to a mailbox you can both access whether that is web-based via a
third-party service or via your webmail client from your hosting company. You may
also want to consider using a help desk program like Kayako.
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Provide documents to the virtual assistant that explains the guidelines around
answering your e-mail. For example, “Make sure to always erase my e-mail to you
explaining the detail” or “Delete all incoming Facebook requests.”
Provide a who’s who list of your VIPs. Your gatekeeper is going to want to know
who and what is the priority so make sure to provide them with a list.
Ask the virtual assistant to create stock responses for the most frequently asked
questions. This way, they will save time in future when responding to e-mail.

Delegate Your Social Media Activities
Problem: There are hundreds of social networking / social media websites and
being able to use them all effectively can be cumbersome.
Solution: You can outsource the setup of something called a “lifestream.” A
lifestream will allow you to connect and hook up each of your social media
accounts so that you are updating your audience in the most minimal way but
getting the largest return on time.
Tips Around Delegating This Task
Make sure that your accounts are setup properly. If you have set these up yourself,
you may want to consider a social media assessment to make sure that before they
are automated, you are using each effectively and properly.
Focus on the top three. You really only need to focus on the top three social
networks for your target market / industry. For most entrepreneurs, those might be
Facebook, Twitter and LinkedIn.
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Remember that you control the volume of “noise.” You don’t have to lifestream or
stream information out everywhere or all of the time. Find a balance for you and go
with that. Let your team know how often you’d like to be updating your accounts.

Delegate & Pass Off Your Scheduling!
Problem: Your email is gone... Yahoo! Now, it's just a matter of freeing up that
time of yours even further in the communication-with- clients department. Yes, I do
mean the scheduling aspect of your business. If you are still doing things the oldfashioned way of paper and pencil, we need to adjust this mindset immediately!
Solution: If you ended up going with Google Mail (Gmail) as we suggested in the
last e- mail, then you'll be pleased to know that it also has a calendaring function
as well called Google Calendar. Here, you can schedule appointments or connect
others to your calendar to also schedule items in. The best part is that there are
automated schedulers, which connect directly to the calendar to make your job
easier!
Tips Around Delegating This Task
Provide details on the when's and where's. It's important that your virtual assistant
know your guidelines around scheduling appointments. Will you do appointments
out of your office? Will you do them in 30 or 60-minute increments? How early is
too early for an appointment and how late is too late?
Whatever system you use, make sure that it updates everywhere. What I mean by
this is to ensure you have a system that will show the appointments to you, your
assistant and whomever else needs to see it without doing any manual refreshing.
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Tools & Resources
Once you've chosen your online calendar, make sure to find a tool that will sync
the online to an automated scheduling system. The one we use, love and highly
recommend is Tungle.
Tungle allows you to provide a link to your clients to have your meetings
scheduled by the client. There is no cost to use Tungle and it syncs with Outlook,
Google Calendar, iCal and even has an iPhone app!

Delegate & Get Your Contacts Organized!
Problem: If you're anything like me, you probably have contacts spread out
between your smart phone, a paper book, a business card drawer, your e-mail
contacts program and well... sometimes they aren't organized anywhere.
You might also find it really hard to keep track of who's who, when you've spoken
and different interactions you've had. This becomes a pretty embarrassing sight
when you are at networking events and can't remember a single thing about
anyone.
Solution: Let your virtual assistant get you organized. Mail them your business
cards, send them the CSV file from Outlook, and take screenshots of your smart
phone... whatever you need to do, get all of your current contacts to your virtual
assistant to manage.
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If you're already delegating out the e-mail and scheduling piece, this part becomes
an easy task to delegate out as well because the VA can just update the master
database as they go.
Tips Around Delegating This Task
Use an online-based program to manage your contacts. If you like programs that
are simplistic, clean and have really good categorization abilities, consider
Highrise. If you want something that is more integrated into your current e-mail
AND your social networks, you need to check out Network Hippo.
To cut down on paper costs, consider a business card scanner. If you're prone to
writing on the back of your collected business cards, you want to get a card
scanner to be able to easily scan and e-mail the business cards to your assistant.

Delegate the Rest of Your Administrative Tasks!
Problem: You still have a list of other tasks that you can't seem to get off your plate
and the pesky annoyance of having them there is frustrating... Before you can move
on to delegating things in other realms, you need to clear out these other tasks
but... what are they?
Solution: Let's look at other things you can easily delegate in the administrative
realm before we continue on to the newer, more technical items. You'll notice that
throughout this list, I've merged in the tools and resources as well. It's not to say
that you must use these tools but if you are stuck, these are tools we've used to
make our lives and our client's lives easier.
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•

Listening to and summarizing your voice mail messages using Grasshopper
or Google Voice.

•

Receiving your phone calls while you are traveling.

•

Creating procedural documents for your company.

•

Booking your travel using Priceline or Expedia.

•

Coordinating your speaking engagement needs.

•

Preparing your PowerPoint presentations.

•

Proofing / editing your correspondence.

•

Completing your Internet research.

•

Managing your user names and passwords using RoboForm Online.

•

Coordinating your weekly / monthly team meetings.

•

Project management in a system like Basecamp.

•

Preparing physical mailings of letters or other documents.

•

Receiving faxes using MaxEmail Online Fax Service.

Delegate & Get Your Press On!
Problem: You're launching a brand new product in a couple of weeks and you
want to generate some press for it. You've tried to write press releases before but
they always seem to get pushed to the wayside and you don't get a chance to focus
on them enough.
Solution: If your VA is well versed in public relations, he/she can prepare your
press release for you and submit it to online press release services.
In getting your VA to write your releases, you're getting a view from a neutral party
(which your press release needs to have to get looked at - 'selly' press releases are
tossed) and you're also getting someone who has seen their other client’s press
release styles, which brings a fresh outlook to the table.
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Tips Around Delegating This Task
Use the online press release submission sites for maximum and eternal online
coverage. Sites like PRWeb.com can be expensive to use for press releases. There
are hundreds of free press release sites on the web. Use PRWeb.com only for BIG
announcements that will make a huge impact on your industry.
Create a system to get maximum exposure for your press releases. As the above
bullet states, it's important to put your press releases online but also make sure
you're using other avenues too. Post the press release to your blog, link it on social
media and also create a media area on your website.

Delegate & Increase Your Visibility Through Content
Problem: You're back on the subject of Internet marketing. You have content but
you're not sure where to leverage it to bring people to your site.
Solution: If you have content, why not pass that onto your VA in the form of an
article? Your VA can then take your articles and submit them to various article
banks, which will get your name out there (along with your message!) without you
having to do any work.
The best part of article banks is that website owners use article banks to find
content for their blogs, etc. You just never know where your message would end
up!
You also want to use your article on your blog, in your newsletter, convert it to an
audio podcast, convert it to video content, etc. Wherever you can use that content
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over and over again will help you utilize the various mediums and save yourself
time!
Tips Around Delegating This Task
Use an automated program to get your content out to all of the article sites quickly.
We highly recommend the services of Submit Your Article. This service takes your
posted article and blasts it out to hundreds of article sites.
Create a system for your content. Once you blast it out to the article sites, make
sure it gets out into other places too. Namely, your blog and your website if you
have an article database. Make sure to also post it to Facebook and any other social
media sites too.

Delegate & Put Good Backup Systems in Place
Problem: You have client databases saved in a system such as 1ShoppingCart (or
something else!) and you haven't backed up your databases in awhile. You're not
sure where to start or what to do.
Solution: You have to look at your database as one of your biggest assets. Your list
is the single reason you can sell your products as well as you do or get your
message out to as many people as you do.
What would happen if 1ShoppingCart had a server crash and that server contained
your database? Get your VA to do weekly backups of your data - they can save
them to their PC and then e-mail the backup to you.
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Tips Around Delegating This Task
Use a professional, trusted program for building your list and mailing out to your
prospects. For building lists, we highly recommend the use of 1ShoppingCart. Not
only does it do your list building, it will manage your products, sales, coupons and
affiliate programs.
For online backup of your information on your computer, use an online service.
Every single night, our computer documents get backed up to an online storage site
-- Mozy. Mozy will make sure that your files are safe and protected.

Delegate & Start Offering Teleconferences
Problem: You want to begin offering teleseminars to your clients and/or customers.
You just aren't sure where to start and what is a great service.
Solution: Your VA can set you up with a no cost teleconference service, such as No
Cost Conference, and get you a bridge line within minutes! Bridge lines can be
tricky to choose, as there are so many of them out there. The key is to pick one that
offers free recording and has the right number of seats that you need for your
teleseminar!
Your VA can then also download the audio recording of your calls and then e-mail
those to you or upload them to your server. Your service would then be
professional, timely and best of all - f-r-e-e!
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Tips Around Delegating This Task
Jump in and do it! The hardest part to offering something new within your business
is just jumping in and doing it! We offer a workshop on this through Project
Implement, which will help you create and launch your first paid teleclass.
Want to listen to a few teleseminars to get an idea of how they are produced? We
have a full year of teleseminar recordings, absolutely free, here:
http://www.erinblaskie.com/learn-from-erin/products/

Delegate & Make the Most of Your Teleconferences
Problem: Now that your teleconference is over, you want to have the audio files
transcribed into a Word document so that you can use that content in an e-book or
a special report. You aren't skilled in the area of transcription and you just don't
have time to do it.
Solution: Let your VA transcribe it! Not all VAs offer this as a service but those who
do would gladly take on the task. Transcribing your files has so many benefits (one
of which I mentioned above - content for use in other areas) but it also allows you
to pass it on to the listeners on the call or those who couldn't make it to the call.
Tips Around Delegating This Task
Post-teleseminar processing is important! A good post-teleseminar system is to send
out your recording and upsell the transcript with recording. Then, add this audio
and transcript bundle to your store to sell forever!
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Delegate & Increase Your Website Traffic
Problem: Blogs are a great way to build clout in the search engines and increase
your overall traffic. There's a good chance, you've already been told this and if so,
you may find yourself wanting to increase the number of visitors to your site and
improve search engine optimization on your website by adding a blog.
Unfortunately, you have no idea where to start.
Solution: Allow your VA to take the reigns on this one. A VA like myself is well
versed in various blogs including Wordpress, Blogger and TypePad. Wordpress is
my personal favorite. The solution to the problem would be to set you up with a
Wordpress blog, which would include a personalized template. The virtual
assistant can then walk you through the steps to getting started with your blog!
Tips Around Delegating This Task
Set the domains you don't want to lose on auto-renew for the billing. Bluehost.com
is the perfect host if you are looking to do blog sites. WordPress comes free on the
hosting account and at a low rate of $6.95 per month, you can't go wrong!
Make use of your domain real estate space. If you have domains that are related to
your other current websites, forward them. Otherwise, consider setting up onepage sites with Google AdSense or one product.

Delegate & Share the Love With Other Bloggers!
Problem: A big part of Internet marketing is reading other people's blogs. Why is
this?
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Well, number one it increases your own knowledge of what is going on in the
industry and what your competition is up to. Number two, you can comment on
posts that you have feedback for which increases the links back to your site as well
as provides you with exposure to the authors and their readers.
Solution: Allow your VA to register you a free account at Google Reader. This webbased software will allow you to compile all of your feeds (blog entries) into one
place, which makes it easier to read and easier to comment.
Your VA can even spend a bit of time doing some market research to find out who
is blogging on similar topics as yours and then they can add these feeds to your
Google Reader.
Tips Around Delegating This Task
Grab your free account and get yourself setup with a reader. There are many
different blog readers including Google Reader, Bloglines, Newsgator and many
others. The key is to test out a few and find the one that you like the best.
Go for quality, not quantity. You don't want to try to read and keep up with 10,000
blogs but rather a handful of highly targeted ones. Be picky and increase the quality
of the blogs that you read and participate actively on.

Delegate & Get An Ezine Out to Your Prospects!
Problem: You have a print / electronic newsletter that you add content to and
format to send to your customer database each month/week. Finding the time to
format this and get it out on a schedule is taxing.
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Solution: If your VA is well versed in the software / web-based programs that you
are using to currently format your newsletters, have him/her do the work for you!
You can quite easily send your raw content to your VA and have him/her upload it
into the appropriate sections and either send it back to you to print (or send it to
your printer) or you can have them schedule it to send out from Constant Contact
or 1ShoppingCart (or whichever autoresponder/broadcast system you are using
currently.)
Tips Around Delegating This Task
Use a tested and proven tool like 1ShoppingCart. 1ShoppingCart now offers
brilliant looking newsletter and broadcast templates. Getting your own ezine /
newsletter has never been easier!
Don't go overboard with your frequency. We recommend a bi-weekly ezine so that
your prospects don't become immune to the content. It's recommended to touch
base with them twice a month via an ezine and the rest of the time through
targeted, solo e-mails.

Delegate & Start Building Your List!
Problem: You haven't been building a list yet and you're not sure where to start
(and if you're at this stage of the 30 days of delegation and the thought hasn't
crossed your mind - this one is a MUST DO!) You know the benefits of building a
list of prospective (and actual) clients but are confused with the technology.
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Solution: Ask your VA to get you setup to do this! They can set you up with an
autoresponder / broadcast management system which will help you collect e-mail
addresses and they can suggest the places on your site where this should
exist.
You can strategize with your VA on what sort of bonus offer you can entice people
with and you can also discuss how best to segregate your lists.
Tips Around Delegating This Task
Our recommended resources are MailChimp or 1ShoppingCart.
MailChimp offers a fantastic free account which you can use to start your list
building and after that, they have fantastic pricing, excellent deliverability and
social media sharing built right into the tool.
1SC (otherwise known as Cartville, Practice Pay Solutions, Easy Web Automation,
etc.) is a perfect solution for your small business. It will help you build your list, sell
products, create upsells, host affiliates and more.
To double opt-in or not to double opt-in? This is a question I get often and up until
recently, I was all for the double opt-in... until I realized that 65% of my list was
not actually ON my list. It's better to keep your double opt-in turned off and just let
everyone in on the first try ;)

Delegate & Put a Blog Automation System in Place!
Problem: Your wonderfully talented VA has set you up with a blog and you are left
wondering exactly what to do with it.

Copyright © 2011

www.bsetc.com

52 of 61

Solution: Pass the reigns to your virtual assistant and let them loose on your blog!
They can setup things like an opt-in box, an e-mail subscription box, RSS feeds,
images, custom sidebar items, a search box, etc.
They can also manage posting your entries (and setting them up to automatically
post in future) and they can look after trackbacks and links within the posts.
Tips Around Delegating This Task
Have your team / assistant setup auto-pinging tools so that your blog posts get
automatically fed to popular social networks. Facebook, LinkedIn & Twitter all offer
this functionality.
Write posts when you’re in the groove to be pre-scheduled. If you have a certain
creative period, write your posts and send them to your team to be pre-scheduled
on certain days.

Delegate & Launch Your E-Course!
Problem: Part of your product strategy is to offer an online e-course of some sort
but you aren't sure where to begin when it comes to setting that up. An e-course
might be used as a paid product or as a way to build your list.
Solution: An e-course can be simply delivered through 1ShoppingCart as a series of
autoresponders that someone purchases or opts in for. In this case, your VA can
help you setup the autoresponders and if it is a team with copywriters, they could
even write your messages!
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If you are looking for a content management system that is more robust and would
allow you to setup course blocks, you might need another solution. If your VA
knows about Moodle, an online course management system, have them set you up
with one! It's included in a lot of hosting companies for free and if your VA knows
about it, they can set it up quickly and easily for you. You can then work together
to customize it to suit your exact needs.
Tips Around Delegating This Task
Plan out your e-course ahead of time. Before passing it off to a team, know how
many blocks / messages you want in your e-course, whether it will be free or paid
and what system you might like to use with it.
If you are having someone else write your copy, give them clear guidelines. They
will want to know about length, writing style, etc. so make sure to give them lots of
tips and pointers.

Delegate & Start Using Online Video!
Problem: If you’ve heard about the power of online video, you’ve heard correctly.
Online video is the way of the future and more and more business owners are
jumping on board. The problem is, you aren’t quite sure where to start.
Solution: Online video is really classified into a few different areas.

•

Corporate – This might be an advertisement type of video. High production
value, fancy graphics, custom music, etc. would be involved in this type of
work.
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•

Informational – This might be more casual, shot by yourself and informs
your target audience about something you’re doing, a specific topic, etc.

•

Review – This might be a review of an iPhone app, a product/service, a
testimonial type video, etc.

•

Live Stream – This might be a live stream from a service such as Ustream.tv
or Justin.tv.

•

Vlog – This is a blog style video where you just speak about a certain topic
casually and non-scripted.

Tips Around Delegating This Task
An assistant can help you shoot, edit, publish, promote and setup all types of
online video. The level of service though will vary depending on his/her
experience.
Whatever you do, start out less expensively and shoot your videos with a Flip
camera or similar video camera. You don’t want to invest in thousands of dollars
of equipment only to find that you don’t like doing video or your audience isn’t as
receptive to video as you thought they might be.

Delegate & Edit Your Audios Into Products!
Problem: You’ve been doing audios for awhile and you’ve built up a nice library
but they are all just sitting there in a database with nothing really happening with
them.
Solution: Have your assistant / team edit your audios into products, podcasts or
even an online radio program!
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Tips Around Delegating This Task
Use one central tool to house your audios. Audio Acrobat is a reliable and
inexpensive place to store them. The reason you want to do this is so that you don’t
incur bandwidth fees on your hosting.
Create a library of audios on your website that your team can update. This will
make it easy to create a system to update your library with new audio content. If
you don’t have one already, your team can also help you build up that area!
Audios really just need a nice intro / outro and slight clean-up. This will allow you
to put a price tag on these audios that you can be proud of!

Delegate & Start an Online Radio Program!
Problem: Reaching out to audiences across many mediums is really important. You
never know where that next client could come from! Online radio is good for that
and it also helps to position you as an expert in your chosen field. However, the
process to start can feel daunting.
Solution: Have your virtual team help you get started with your radio program! Not
only can they help with the initial setup of your accounts but they can also help
you in the areas of:

•

Booking guests

•

Keeping an editorial calendar

•

Creating an intro for your radio show

•

Creating commercials

•

Getting sponsors
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•

Adding show details to Blog Talk Radio

•

And more!

Of course, the level of service you get depends on the type of team you are
working with.

Delegate & Get Professional Graphics Made!
Problem: You’ve spent a lot of money on your website, your marketing materials,
etc. but the one area you’re lacking is in graphics. Having professionally made
graphics can actually improve conversion rates immensely.
Solution: Depending on the assistant / team you hire, they may also be able to help
you with your graphics. From web graphics (headers, buttons, affiliate links, etc.) to
image graphics (YouTube/Twitter backgrounds, business cards, logos, etc.) your
team can help you create a professional and concise look across all of your
materials.
Tips Around Delegating This Task
Start with the graphics you most need to generate revenue. E-book covers, ads for
your sidebars or an integrated Facebook fan page design. Make sure though that
the look you are going for is consistent and cohesive across the board.
View examples of professionally designed graphics here:
http://www.bsetc.com/category/portfolio/
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Delegate & Create Your Online Store!
Problem: You want to sell products and even services online but you don’t have an
online store.
Solution: Creating a presence for your products and services is very important. You
want something that is easy to review / read and easy to navigate. Your VA team
can create you an online space, connect it to an e-commerce platform and setup
your products.
Tips Around Delegating This Task
Make a list of all of the products you’d like to sell right away and a list of products
you’d like to create to sell later. This way, when you are setting up your store, you
have a clear vision of what it is you need.
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Next Steps
At this point you should be well versed in how to go about the delegation process
and what you can start removing from your to-do list today. If you’d like to
schedule a call with us at www.bsetc.com to discuss your needs and see how we
might be able to help, please do!
You can schedule your free, 30-minute consultation here:
http://www.bsetc.com/contact/schedule-free-consult/
Mention that you read this e-book and we’ll give you 10% off of your first
purchased block of time!
There are benefits to working with our company over other companies…

•

No retainers

•

We bill to the minute – no rounding up or charging in increments

•

Purchased hours (pre-paid packages) roll over month to month

•

22 people on our team with specific skill sets means you get to work with
experts thus saving you time and money

Learn more and contact us today: www.bsetc.com.
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