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1. Role and task preparation

DONE ACTION OWNER DUE / REVIEW

Define the role outcome

Select the first responsibility

Identify the source of truth for the work

Write the definition of done

Name the reviewer

Document approval boundaries

Document escalation triggers

Prepare an SOP or walkthrough

Prepare one approved example

2. Accounts, permissions and security

DONE ACTION OWNER DUE / REVIEW

List the tools required for the first responsibility

Create separate user accounts or invitations where supported

Grant only the access needed for the assigned work

Enable appropriate MFA where supported

Create the required shared folders or projects

Test invitations and important links

Record what access was granted

Set a permission-review date

3. Communication setup

DONE ACTION OWNER DUE / REVIEW

Confirm working-hours and time-zone expectations

Choose the main task-management location

Choose the quick-question channel

Choose the urgent-blocker method

Agree the progress-update rhythm

Name the main point of contact

Schedule the kickoff

Schedule the first-output review

4. Kickoff meeting

DONE ACTION OWNER DUE / REVIEW

Explain what the business does

Explain the relevant audience or customer

Explain why the role exists and confirm the immediate priority

Clarify team roles and useful contacts

Explain which tool is used for which purpose

Confirm availability expectations and communication rules

Clarify decisions the VA may make

Clarify decisions that require approval

Confirm the first assignment

Confirm where questions and urgent blockers should go

Confirm when the first review will happen

Full onboarding guide: boostva.com/how-to-onboard-virtual-assistant/

Security note: use the least access needed for assigned work and enable appropriate MFA where supported. 1/2

Operational guidance only. Contract, tax, employment, privacy, confidentiality and security requirements vary by engagement and jurisdiction.

https://boostva.com/how-to-onboard-virtual-assistant/
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5. First-task handoff

DONE ACTION OWNER DUE / REVIEW

Name the task specifically

Explain the purpose and intended outcome

Define the trigger or input

Identify the source of truth

Provide the steps or walkthrough

Specify the output format

Set the deadline or recurring cadence

State the definition of done

Define decision authority

Define the approval boundary

Define escalation conditions

Provide an example where useful

Complete a controlled, reviewable version

Give specific feedback and update the instructions where needed

6. First-week review

DONE ACTION OWNER DUE / REVIEW

Confirm access works as intended

Remove any obvious unnecessary permission

Check that tasks and files are stored in the agreed place

Check that updates arrive through the agreed channel

Confirm blockers are being raised rather than guessed through

Check the output against the definition of done

Check that earlier feedback is being applied

Note repeated questions that reveal documentation gaps

Identify the next task or responsibility

Schedule the next review

7. First-month checkpoint

DONE ACTION OWNER DUE / REVIEW

Is the work reliable?

Is the output accurate?

Are the communication rules working?

Are approved processes being followed?

Is feedback being applied?

Are approval boundaries being respected?

Is the workload appropriate?

Is every permission still needed?

What documentation needs updating?

Decision: maintain, expand, retrain or rescope
NOTES / NEXT ACTION

Need the reasoning behind each step? Use the full onboarding guide on Boost VA. boostva.com

Use the first month as a review point, not a promise of full independence. Adjust scope as the work stabilizes. 2/2

Operational guidance only. Contract, tax, employment, privacy, confidentiality and security requirements vary by engagement and jurisdiction.

https://boostva.com/how-to-onboard-virtual-assistant/
https://boostva.com/
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