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In this template, you'll find the wording that I used to have my virtual assistant create the “VA Infoproduct Creation Report,” included in the Infoproduct Empire package and in the VA Report Example that your virtual assistants will be using.

I've included it in .doc format so you can simply copy and paste the request into freelance and outsourcing directories such as freelancer and Upwork. You will need to edit it based on the type of report you want created, but it will put you in the right direction.
 
This template is for use AFTER you have already recruited a virtual assistant and have them on staff – you should not use this in a public description to try to find new virtual assistants.

Here is the infoproduct report request template for VAs:

– – – – – –


Hi NAME,

I'd like you to write a report with your suggestions for getting virtual assistants, such as yourself, to write the best possible reports and articles for their clients. The audience of this report is those who would like to use virtual assistants to create infoproducts, so please write it to target them.  

Talk about any personal experiences and tips that you'd have, but also feel free to do a limited amount of research as well (no more than 2 to 3 hours, please.)

As a starting point, here is some of the content you could include in the report. Feel free to add any of your own thoughts and suggestions:

- How to ensure a virtual assistant provides exactly what the client is looking for

- What a client needs to provide virtual assistants to get the best quality content

- How to "test" a virtual assistant to ensure they're up to the task for writing for a client

- How to effectively write an outline for virtual assistants

- The best starting points for virtual assistants to do their research

- All other suggestions you have about the topic

Please ensure that the report is at least 10 pages long, but the longer, the better. 

In addition, put "Hot Tip:" in a red font color before any content you write down in your report that you consider to be especially useful to someone interested in using virtual assistants to create infoproducts.

Please deliver this before TIME on DAY. Let me know if you have any questions before you get started.

Thank you!

Sincerely,

YOUR NAME   
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