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As the President of My Virtual Resources , I’ve
seen how the right tools and strategies can
transform a business overnight. That’s why I
created The Ultimate Business Toolkit packed
with everything you need to streamline your
operations, boost your productivity, and wow
your clients. 

Whether you’re launching your dream or
scaling up, this toolkit is your shortcut to
working smarter, growing faster, and owning
your success. Let’s make your business
unstoppable!

Melissa Newcomb
President & Founder, My Virtual Resources 

Hello
there!
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DAY: DATE: MY VIRTUAL RESOURCES CHECKLIST

 Team Setup Checklist
Define Roles & Responsibilities

☐  Create job descriptions with clear KPIs 

☐  Decide on roles you’ l l  hire for (e.g. ,  VA,  Project Manager,  Designer)
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Hiring Process

☐  Use platforms l ike LinkedIn

☐  Prepare screening questions or a short test task 

☐  Conduct interviews via Zoom 

☐  Set expectations on t ime zones,  tools,  and communication

Onboarding Process

☐  Set up company email  & tool  access (Teams, Asana, Slack,  Drive,  etc. )

☐  Share your company handbook or SOPs

☐  Introduce them to the team

☐  Assign a small  starter project

Weekly Management 

☐  Set weekly check-in cal ls  

☐  Use a shared task/project dashboard 

☐  Encourage feedback and transparent communication

Retention & Culture

☐  Celebrate wins and milestones

☐  Offer growth opportunit ies or training

☐  Create a fun and supportive virtual  work environment



PRODUCTIVITY STACK GUIDE
Top free and low-cost tools for time tracking, task

management, file sharing & communication.

MY VIRTUAL RESOURCES  |   THE ULTIMATE BUSINESS TOOLKIT

Time Tracking

Toggl – Free plan available, easy to use

Clockify – Free for teams, detailed reporting

Harvest – Time + expense tracking with invoicing

Task Management

Trello – Visual boards, great for simple workflows

ClickUp – All-in-one solution for tasks, docs & sprints

Asana – Ideal for collaborative task tracking

File Sharing & Storage

Google Drive – Free 15GB per account, real-time collaboration

Dropbox – Easy sharing and syncing

Notion – Great for team knowledge base & internal docs

Communication
Notion – Great for team knowledge base &
internal docs

Zoom – Standard for meetings and screen
sharing

Loom – Quick video updates and screen
walkthroughs



Hi [Client First Name],

We’re so excited to officially welcome you aboard! 🎉  Thank you for choosing [Your Business Name], we’re
thrilled to partner with you and support your goals.

To make the onboarding process smooth and clear, here’s what you can expect in the next few days:

What’s Next:
Kickoff Call: [Insert date or scheduling link]
Project Timeline: You’ll receive a detailed outline after our call.
Shared Tools Access: We’ll be collaborating through [List tools – e.g., Google Drive, Trello, Slack].

What We Need from You:
To get started, please send us the following:
 ☐ Brand assets (logo, fonts, color palette)
 ☐ Logins or platform access (shared via LastPass, if preferred)
 ☐ Any relevant documents or previous materials

Communication:
Primary Contact: [Your Name or Team Member’s Name]
Email: [your@email.com]
Slack/WhatsApp/Other (optional): [link or handle]
Office Hours: [Insert days/times + time zone]

If you have any questions, don’t hesitate to reach out—we’re here to make this process as easy and exciting as
possible. Let’s create something amazing together!

Looking forward to our first call! 🚀

Warmly,
[Your Full Name]

Client Onboarding
Email Template

Welcome new clients with clarity and professionalism

Read the email and the sentences below. 

To:
From: 

Subject: 🎉 Welcome to [Your Business Name]! Let’s Get Started
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Leadership is not about
titles, but about influence.

It's about making others feel
heard and seen, then

supporting them to reach
their own goals.

- Michelle Obama 
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Testimonials
Heather Natsch 

Tish Watson

"I’m continually impressed with their professionalism, integrity, and efficiency. Highly
recommended!!"

"Melissa listened to and understood my needs and scope of work, she set up check-in
zoom meetings, and always made sure expectations were being met. Responsive – She

answers the phone! She quick responds to emails! Creative & Quality work – I love the
creativity of her team. My marketing material looks amazing! Thank you, Melissa and

team! It is a pleasure working with you!"
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Ameer Kader

“She is like a river of flowing water that's found in the middle of the desert right before
you go into heat exhaustion! She has completely helped our business to get to the next
level and beyond!!!

We are so grateful to have come across a professional assistant that is very well
rounded and that takes her work super serious. She truly cares about our company as if
it were hers! Melissa has helped in so many ways that I can't list them all here! If you're
looking for an assistant then Look No Further!!! Thank you so much Melissa for getting
us on solid grounds and sticking it through with these crazy guys lol!”

“MELISSA AND HER TEAM ARE WONDERFUL!” 

“PROFESIONAL. RESPONSIVE. CREATIVE. QUALITY
WORK.PROFESSIONAL.”

“WHERE TO EVEN BEGIN.. .  MELISSA HAS BEEN AN
ANGEL SENT IN DISGUISE!“



Our Experience
With over 20 years in the industry, our skills range from business operations
management, administration management, graphic design, brand
management, and more. In addition, our resources are designed to
empower your team remotely and provide a dedicated virtual assistant.
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Why US?
Integrity is key, and we have business practices that are efficient and
customizable. We give our clients the attention to detail and quality service
they deserve. 

We invest in our organization and our employees to ensure that we deliver
above and beyond for our clients. 


