
VA STARTUP CHECKLIST
This checklist contains the main tasks you will

need to complete in order to set up your VA business. The list is not
exhaustive: depending on your own circumstances, you may find that there are

other tasks you need to take care of or that some tasks don’t apply to you.
It’s roughly in the right order of doing things, although you are free to

complete them in any order you like.

ABN Registration

Business Name Registration

Domain Name Registration

Bank Account Set Up

Payment Options for clients (c/card/Paypal/direct deposit)

Insurances (PI / PL)

Logo Design - fiverr / 99designs / Canva / VistaPrint

Website - Wix

Website Copy - About / Services

Website Images - PXHere / Unsplash / Adobe / Pexels

Link Website to Domain 

Run Wix SEO Wizard

Connect to Google

Email Set up - Gsuite / Office365

Business Cards - Vistaprint / Moo / Black Rainbow

Email Marketing - Wix Shoutout / MailChimp / Mailerlite

CRM - Hubspot / Dubsado

THE ESSENTIALS

https://www.abr.gov.au/business-super-funds-charities/applying-abn
https://asic.gov.au/for-business/registering-a-business-name/
https://www.crazydomains.com.au/
https://www.fiverr.com/
https://99designs.com.au/
https://www.canva.com/
https://www.vistaprint.com.au/
https://www.wix.com/
https://pxhere.com/
https://unsplash.com/
https://stock.adobe.com/au/
https://www.pexels.com/
https://gsuite.google.com.au/intl/en_au/
https://www.office.com/
https://www.vistaprint.com.au/
https://www.moo.com/au/
http://www.blackrainbow.com.au/
https://mailchimp.com/
https://www.mailerlite.com/
https://www.hubspot.com/
https://www.dubsado.com/


Microsoft Office - Word / Excel / PowerPoint

Dropbox Basic

Password Storage - LastPass / Dashlane

Timekeeping Software - MyHours / Toggl

Antivirus Software - Norton / Trend Micro /McAfee

Backup Software - Carbonite / iDrive

Online Meetings - Zoom

Project Management - Asana / Trello

Accounting - Quickbooks / Rounded / MYOB / Xero

Adobe Acrobat Pro

Canva

Express Scribe

Virtual Reception - Spoke / Phone Systems Bris / Maxo Tel

White label Virtual Reception Services

BUSINESS SOFTWARE

Join Social Media Essentials for VAs Facebook Group

Facebook Business Page

LinkedIn - join Jo Saunders Facebook group

Instagram

Pinterest

SOCIAL MEDIA

https://www.dropbox.com/basic
https://www.lastpass.com/
https://www.dashlane.com/
https://myhours.com/
https://www.toggl.com/
https://www.carbonite.com/
https://idrive.net.au/
https://zoom.us/
https://asana.com/
https://trello.com/
https://quickbooks.intuit.com/au/
https://app.rounded.com.au/partner_signup/ZlDwQT
https://www.myob.com/au
https://www.xero.com/au/
https://acrobat.adobe.com/au/en/free-trial-download.html
https://www.canva.com/
https://www.nch.com.au/scribe/index.html
https://www.spokephone.com/
https://phonesystemsbrisbane.net.au/
https://www.maxo.com.au/
https://offsitereception.com.au/who-we-work-with/vas
https://www.facebook.com/groups/734139947017360/
https://www.facebook.com/groups/SocialBusinessJoSaunders


PC or Laptop

Monitor

Printer/Scanner– fast black and white and/or colour

Mobile Phone 

Backup Device (e.g. laptop etc for travel / emergency backup)

BUSINESS HARDWARE

Professional Profile

Service Agreement

Subcontractor Agreement

Onboarding Brief

Welcome Pack

Privacy Policy (for website)

DOCUMENT TEMPLATES



Register Google for Business 

Register Local Directories

Organise Flyers / Brochures for networking

ADDITIONAL

Women in Business

BNI

Business Chamber / Chamber of Commerce

Meetup Groups in your area

Startup Communities / Co-working spaces

F2F NETWORKING STRATEGIES

Find a VA

Digital Mums Directory

Virtually Yours

VA Directory

Upwork

AAVIP - industry association

ONLINE NETWORKING STRATEGIES

https://www.google.com/business/
https://www.google.com/business/
https://www.localsearch.com.au/
https://www.meetup.com/
https://www.findava.com.au/
https://digitalmumsdirectory.com.au/
https://www.virtuallyyours.com.au/
https://www.vadirectory.net/
https://www.upwork.com/
https://aavip.com.au/


Google

YouTube

Udemy

Skillshare

Freelance University

LEARNING RESOURCES

https://grow.google/intl/ALL_au/
https://www.youtube.com/?gl=AU
https://www.udemy.com/
https://www.skillshare.com/
https://www.freelanceu.com/university/?afmc=ms
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