Sample VA Procedure Guide

Here is a sample procedure guide that I use to help my VA do a better job of scheduling meetings for me.

When I created it I went through the process myself, how do I schedule meetings? Then I tried to anticipate what someone else might need to know (favorite locations, preferences for formatting, etc.)

Then I wrote down the steps and I tried to follow my own procedure and noticed some holes. I wanted us to be clear in our communication so I added the section at the bottom “Offering time to meeting attendees”.

When I approached potential VA’s with this procedure they took me more seriously and we got off to a better start right away. I’ve been working with my current calendar VA for 2 years and last year I paid her just under $3000 for a year’s worth of back and forth calendar scheduling. What a bargain!
Use the attached procedure as a guide, but obviously you need to massage it to work for you and your business. 

Congrats on working on getting things off of your plate. 

Brad

How to Calendar for Brad
Time blocks -- ideal week.
1. Fridays are reserved for office work and internal meetings. Please don’t schedule any meetings on a Friday. 
a. Exception 1: When I’ve been out of the office for some part of a week I’ll sacrifice my Friday office time to catch up.
b. Exception 2: When it’s the ONLY time a client can meet you can ask me if I’ll take a Friday meeting (most likely not).
2. Monday Mornings are reserved for writing and thinking work. Please don’t schedule meetings before 1 on Monday. 
a. I will sometimes shift my writing time to the PM to accommodate an important client meeting. In this case please reschedule the block to the PM. Do not cancel or double-book that time.
3. Tues - Th are ideally mostly client meetings 2 - 3 per day ~ 2 hours each. Clustered around a location (e.g. make one day “downtown”, another “north side” and a third “suburbs” when possible).
4. Buffers -- Never schedule meetings back to back (even phone calls). A man needs to eat, go to the bathroom and stretch his legs! Minimum 15 min, more likely 30 min between, please.
5. Ideally, I don’t want to take calls in the car. I’m distracted, I can’t take notes, it’s not ideal. I can tack a phone call onto the end or beginning of an appointment once I’m done driving. 
6. Things don’t go as planned -- a little extra space in the schedule can make up for a lot of other folks being late or going over.
Anatomy of a calendar entry
· Title: Should include major parties involved and the subject of the meeting (e.g. “Acme Co/AA Intro meeting” or “Jack/Brad review financials”)
· Location: Should include the street address so that when clicked on it will open in Google Maps.
· Time: Be realistic about meeting duration. Most client meetings are scheduled for 2 hours (with the hope we’ll be out in 90 min). PDP Calls are 30 min. etc. 
· Alert: I like a 5 min warning for phone calls. F2F meetings don’t need an alert.
· Attendees: Please invite all who are expected to attend.
· Notes: If there is something important to remember (e.g. who’s calling whom, Call in details for mee- me numbers,  Something that needs to be brought/picked up, etc.)
· Travel Time: Please schedule travel time before and after the meeting. Please figure travel time (including traffic) from one location to the next and set an appointment on the calendar to block that time. 
Types of appointments
· New Client Calls: First time I talk to a prospect I prefer to schedule a 60 min phone call to qualify their interest/issue/ability to pay. I usually tell them that I need to chat with them about what kind of help they need to understand if we are a good fit for them, or if I should refer them to someone else. 
· Initial Client Visit: After that initial phone call I will go to visit them in their office (assuming they have one where we can meet). I tell them to schedule that for 90 minutes (but it may run long).
· Ongoing client meeting: I typically meet with clients on a twice a month rhythm in their office, scheduled for 2 hours.
· Networking appointment: When meeting another professional who might be willing to refer me (or me them) I’ll typically start with an intro call (similar to the new client call -- 60 min) -- then shift to a lunch or b’fast meeting for the second appointment (if needed).
· Interviews: Interviews are scheduled for 2 hours (may only take 90 min). If done for clients the are in the client’s office. If they are for Anchor Advisors, Ltd. they are in our office. 
Locations
B’fast Locations -- guests coming from the suburbs:
· North: Panara/Corner Bakery Old Orchard
· West: Mac’s 812 Higgins Rd, Park Ridge, IL 60068
Lunch/Coffee Locations -- guests coming from the suburbs:
· West: Ram/Starbucks on Higgins just west of River in Rosemont
· North: Colletti's 5707 N Central Ave, Chicago, IL 60646 or Maggianos Old Orchard
B’fast/Lunch/Coffee Locations -- guests coming from the northside:
· Bryn Mawr B’fast Club  3401 W Bryn Mawr Ave, Chicago, IL 60659
B’fast Locations -- Downtown:
· Yolk, Eggsperience, 
Coffee Locations -- Downtown:
· Any coffee shop, preferably not a chain (when there’s a choice). Think about parking or El Stops
Lunch Locations --Downtown:
· South Loop: Cavanaugh's  -- Monadnock Building, 53 Jackson Blvd, Chicago, IL 60604
· River North: Rock Bottom 1 W Grand Ave, Chicago, IL 60610
Other Locations:
· Hotel Lobbies can work as temporary meeting locations (e.g. Marriott Michigan Ave)
· Libraries can work for phone calls (if they’ll reserve a room for me)
Offering Times to meeting attendees
· Always offer a specific time “Brad can meet you Wed June 3 at 1 PM”
· If there are a range of times available you can offer that with a preferred time, “Brad’s free Wed June 3 from 1 - 4, how about 1 PM that day?”
· Always offer to do the meeting invite -- if we make it, we can make sure it’s done right.
· If you are offering multiple times please block all the times you offer -- but proceed the appointment with ?? to indicate that it’s tentative. Don’t offer more than 3 times. Confirm as quickly as possible so we can use the unchosen times for others. 
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