


1. Make sure you have access to your client’s email and calendar

2.

OBJECTIVE:

HOW TO HAVE YOUR ASSISTANT
MANAGE YOUR DAILY TO-DO LIST

SCOPE:
STEPS:

Make sure a clear communication channel is made to help make sure
updates and communications are easily navigable.

To effectively help your client manage all the things on their plate
and make sure nothing falls off the plate.

This SOP applies to the creation and management of a
To-Do List system for your Client.
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3. Before your client starts their work for the day, check their email and calendar then compile into
2 different categories: Items you can handle yourself and items that require your client.

4. Also check your client’s social media and others for any messages that requires attention. This
includes FB Page inbox, Instagram DM, LinkedIn Messages, etc.
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5. Send a summary of all items that require your client on the designated communication channel

6. Throughout the day, check your client’s email and calendar for additional updates.
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7. Before the end of the day, finalize the to-do list for which ones are completed and which ones are
forwarded for the next day.
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BOOK A STRATEGY CALL

SCAN
CALENDAR

Jeff J Hunter
Founder VA Staffer
Pre-Trained, Pre-Vetted Executive
Assistants
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