
 

Heather L. McMillan, dba The At Home Secretary - www.TheAtHomeSecretary.com 
Proudly serving business owners since 1996. 

 

CLIENT APPLICATION 
 
Please fill this client application out in full, so that I may review it and schedule a consultation with 
you via telephone so we can both determine if we wish to move ahead and work with each other .  
Thank you for your time, your consideration, and your honesty.  
 
Name: ___________________________________ 
 
Email: ___________________________________ 
 
Bus Phone: _______________________________ 

 
Cell Phone: ______________________________ 
 
Website: _________________________________ 
 
Address: _________________________________ 
 
City: ____________________________________ 
 

State: ___________________________________ 
 
Zip Code: ________________________________ 
 
Business Name: ___________________________ 

 
Texting on Cell  (circle one) :  Yes    or No 
 
Years in Business: _________________________ 
 
Have you worked with a VA before (circle one)? 
 
    Yes or No 
 

 
 
If you have worked with a VA before, please state (without too much detail please) the 
reasons for parting (regardless of who left) : 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
 
 
 
 
 



 

Heather L. McMillan, dba The At Home Secretary - www.TheAtHomeSecretary.com 
Proudly serving business owners since 1996. 

 
What do you need the most administrative help with in your business? 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
How would your past VA(s) and/or past secretaries or assistants or co -workers describe you? 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
How much to you intend to grow your business in 2011? 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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What is it you most hope to achieve for your business by working with me?  
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
What is your biggest fear about working with a (or another) virtual assistant?  
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
Please list anything else of concern for you.  
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
 
 
 




