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This Planner Belongs To

for virtual assistants and online support pros
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How to use this planner

Print the whole planner once, then print extra copies of the pages you use most, such as the Client Task List and Hours Log
pages.

Print at 100% / Actual size on A4 or US Letter paper. The printable pages have a white background to save ink.
Hole-punch the pages and keep them in a binder, so you can add pages any time.

Every page is undated, so you can start in any month of any year.

Onboard each client with the checklist, then log tasks and hours every day.

Digital planner: open the hyperlinked PDF in any PDF annotation app and tap the tabs to jump between sections.
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Client Onboarding &

start every client well
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Client Profiles

who you support
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Client Task List &
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what each client needs °
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Hours Log =
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e
Recurrmg [asks .
daily, weekly & monthly °
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[a)
[ 4
<<
(o]
om
Zz
(o]
w
[
4
=
-
(O]
wv
b4
w
=
w
(-4
o}
o
I

(V)
z
-4
24
]
O
w
[~4

WEEK

MONEY

FolarraStudio - Virtual Assistant Planner 8



Weekly Plan o
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client work by day °
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Services & Packages &

what you offer
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Invoice Tracker &

gCL' pazd on time
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Income & Expenses e

money il’l, money out
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Yearly Overview

the business at a glance
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Notes i
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Thank you for choosing FolarraStudio. | hope this planner helps your business "
. . . . X
run smoothly and gI’OW. Ifyou en]oy lt, tell a ﬁ'lﬁl’ld about folarrastudlo.com. 2
-
Terms of use

* For personal use. You may print as many copies as you need for yourself and your family.
* Please do not resell or upload the files elsewhere. To share, send the link to folarrastudio.com. &
=)
* Colors may look slightly different on screen and on paper. g

* Questions or ideas? Write to me through folarrastudio.com, | am happy to help.

)
. . z
Find more frcc planncrs at folarmstua’io.com =
o
w
(-4
¥
w
w
2

FolarraStudio - Virtual Assistant Planner 15


https://folarrastudio.com/

	This planner belongs to
	Client onboarding
	Client profiles
	Client task list
	Hours log
	Recurring tasks
	Weekly plan
	Services & packages
	Invoice tracker
	Income & expenses
	Yearly overview
	Notes
	Thank you & terms of use

