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Client Information Form



	Date of First Contact
	     

	Method of Contact
	 FORMCHECKBOX 
 Telephone

 FORMCHECKBOX 
 E-mail

 FORMCHECKBOX 
 Fax

 FORMCHECKBOX 
 Website

 FORMCHECKBOX 
 Other


	Personal Information

	Full name
	     

	Address
	     

	
	     

	Phone
	     

	Mobile
	     

	Fax
	     

	E-mail address
	     


	Business Information

	Company
	     

	Address
	     

	
	     


	Job title
	     

	Phone
	     

	Fax
	     

	E-mail address
	     

	Assistant’s name and phone 
	     

	Website URL
	     


	Services Required

	VA Services Required


	 FORMCHECKBOX 
 Word Processing

 FORMCHECKBOX 
 Data Processing

 FORMCHECKBOX 
 Realtor Support

 FORMCHECKBOX 
 Internet Research 

 FORMCHECKBOX 
 Contact Management

 FORMCHECKBOX 
 Database Maintenance

 FORMCHECKBOX 
 Web Design

 FORMCHECKBOX 
 Bookkeeping

 FORMCHECKBOX 
 Transcription

 FORMCHECKBOX 
 Meeting & Event Planning

 FORMCHECKBOX 
 Other     



	Describe services desired in detail


	     

	How long will the Client need a VA?
	     

	How does the Client prefer to communicate with me?
	 FORMCHECKBOX 
 E-mail

 FORMCHECKBOX 
 Phone

 FORMCHECKBOX 
 Fax

 FORMCHECKBOX 
 Other      

	What platform does client use?
	 FORMCHECKBOX 
 PC

 FORMCHECKBOX 
 MAC

	What operating system?
	 FORMCHECKBOX 
 XP

 FORMCHECKBOX 
 Windows 2000

 FORMCHECKBOX 
 Windows 98

 FORMCHECKBOX 
 Windows NT

 FORMCHECKBOX 
 Windows 7

 FORMCHECKBOX 
 MAC O/S Version      

	What software does client have?
	 FORMCHECKBOX 
 Word
Version      
 FORMCHECKBOX 
 Excel
Version      
 FORMCHECKBOX 
 PowerPoint
Version      
 FORMCHECKBOX 
 Publisher
Version      
 FORMCHECKBOX 
 Outlook
Version      
 FORMCHECKBOX 
 Access 
Version      
 FORMCHECKBOX 
 Bookkeeping      
 FORMCHECKBOX 
 HTML Editor      
 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Other      

	How did the client find us?
	 FORMCHECKBOX 
 Search Engine      
 FORMCHECKBOX 
 Word of Mouth

 FORMCHECKBOX 
 Webpage link      
 FORMCHECKBOX 
 Referral by:      
 FORMCHECKBOX 
 VA Organization      
 FORMCHECKBOX 
 Advertisement      
 FORMCHECKBOX 
 Direct Mailing

	Additional Notes
	     


	Confidential Information

	Date of Birth
	     

	Family Information
	 FORMCHECKBOX 
 Spouse’s Name

 FORMCHECKBOX 
 Anniversary

 FORMCHECKBOX 
 Children’s Names

 FORMCHECKBOX 
 Children’s Birthdays

	Credit Card Information
	 FORMCHECKBOX 
 Visa

 FORMCHECKBOX 
 Mastercard

 FORMCHECKBOX 
 Other

 FORMCHECKBOX 
 Name of Holder of card      
 FORMCHECKBOX 
 Expiry Date      

	E-mail password
	     

	FTP Information
	 FORMCHECKBOX 
 Host name      
 FORMCHECKBOX 
 Username      
 FORMCHECKBOX 
 Password      

	Other


	     



	For Office Use Only

	Follow up lead
	Date:      

	Date of acceptance
	Date:      

	Services required in detail


	     


	Fee Schedule
	 FORMCHECKBOX 
 Hourly

 FORMCHECKBOX 
 Project Based

 FORMCHECKBOX 
 Monthly Retainer package       hours

	Administrative
	 FORMCHECKBOX 
 Opened new file folder

 FORMCHECKBOX 
 Thank you note sent

 FORMCHECKBOX 
 Referral fee and thank you letter sent (if applicable)

	Contract
	 FORMCHECKBOX 
 Contract done

 FORMCHECKBOX 
 Sent to client   Date:      
 FORMCHECKBOX 
 Received signed copy from client    Date:      

	Additional Notes


	     



1 = Extremely Dissatisfied


2 = Dissatisfied


3 = Undecided


4 = Satisfied


5 = Extremely Satisfied





1 = Extremely Dissatisfied


2 = Dissatisfied


3 = Undecided


4 = Satisfied


5 = Extremely Satisfied
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