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A workflow guide to delegating work to virtual assistants and

keeping collaboration organized.

Inside this guide

» Identify tasks that can be described and handed off

clearly.

» Set expectations for communication, access, and follow-
up.

» Build repeatable workflows for working with remote
support.

Who it may help

For entrepreneurs and small teams considering virtual
assistance for day-to-day operations.

Putting the ideas to work

Start with a well-defined task, document the process, and
adjust responsibilities as the working relationship develops.

The ideas are starting points rather than one-size-fits-all
instructions. Adapt them to your goals, circumstances, and
available resources.
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