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Business Name: 
 

Contact Name: 
 

Email Address: 
 

Phone Number: 
 

Preferred Contact Method: 

☐ Email 

☐ Phone 

☐ Messenger 

☐ Zoom / Teams 

☐ Other: 
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Industry: 
 

Number of Staff: 
 

Business Location: 
 

How long have you been operating? 
 

 

☐ Email Management 

☐ Calendar Management 

☐ Social Media Management 

☐ Invoicing & Administration 

☐ Document Organization 

☐ Data Entry 

☐ Project Coordination 

☐ Event Coordination 

☐ Other: 
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What admin tasks take up most of your time? 
 
 
 

What tasks would you most like to delegate? 
 
 
 

 

Email Platform: 

☐ Microsoft 365 

☐ Gmail 

☐ Xtra 

☐ Other: 
 

Calendar Platform: 

☐ Outlook 

☐ Google Calendar 

☐ Other: 
 

Accounting Software: 

☐ Xero 

☐ MYOB 

☐ QuickBooks 

☐ Excel 

☐ Other: 
 
 

 

☐ Facebook 

☐ Instagram 

☐ LinkedIn 

☐ TikTok 
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☐ Other: 
 

 

What would success look like for you over the next 3–6 months? 
 
 
 

 

 
 
 
 


