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Initial Business Consultation Form
Thank you for your interest in our services. Please complete this form so we can better understand your business needs and prepare for your consultation.

1. Client Information
Full Name: _______________________________________
Business Name: _______________________________________
Business Website: _______________________________________
Phone Number: _______________________________________
Email Address: _______________________________________
Preferred Method of Contact:
☐ Email
☐ Phone
☐ Text
☐ Video Meeting
Business Address:


2. Business Overview
Type of Business / Industry:

How long have you been in business?
☐ Startup (Not launched yet)
☐ Less than 1 year
☐ 1–3 years
☐ 3–5 years
☐ 5+ years
Business Structure:
☐ Sole Proprietor
☐ LLC
☐ Corporation
☐ Partnership
☐ Other: _______________________
Number of Employees (if any):
☐ Just me
☐ 2–5
☐ 6–10
☐ 10+

3. Services Needed
What services are you interested in? (Check all that apply)
☐ Administrative Support
☐ Calendar & Email Management
☐ Client Communication
☐ Document Preparation
☐ Data Entry
☐ File Organization
☐ Process Improvement
☐ Compliance Support
☐ Project Coordination
☐ Business Operations Support
☐ Virtual Assistant Services
☐ Other: _______________________



4. Current Challenges
What are your biggest business challenges right now?



What tasks take up most of your time?

What tasks would you like to delegate immediately?


5. Project Details
Do you need ongoing support or a one-time project?
☐ Ongoing Support
☐ One-Time Project
☐ Not Sure Yet
Estimated hours needed per week:
☐ 1–5 hours
☐ 5–10 hours
☐ 10–20 hours
☐ 20+ hours
☐ Not Sure
Desired start date: _______________________

6. Systems & Tools Currently Used
(Check all that apply)
☐ Google Workspace
☐ Microsoft Office / Outlook
☐ QuickBooks
☐ CRM System
☐ Project Management Tools (Asana, Trello, etc.)
☐ Scheduling Tools
☐ None
☐ Other: _______________________

7. Goals & Expectations
What are your primary goals for outsourcing support?
☐ Save time
☐ Improve efficiency
☐ Increase revenue
☐ Improve organization
☐ Scale business
☐ Reduce workload
☐ Other: _______________________
What would success look like for you after working together?


8. Budget & Commitment
Monthly budget range for support services:
☐ $200–$500
☐ $500–$1,000
☐ $1,000–$2,500
☐ $2,500+
☐ Prefer to discuss

9. Additional Information
How did you hear about us?

Is there anything else you would like us to know?



10. Consultation Agreement
By submitting this form, you acknowledge that this consultation is for the purpose of assessing your business needs and determining services that fit.
Signature: _____________________________
Date: _____________________________
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