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OUR MISSION

Our mission is to provide superior professional and ethical business support services

tailored to each of

our <clientds

specific

Our business is focused on calendar management/meeting scheduling, event planning/
coordination, business support services, travel management & logistics, personal assistance and

executive administrative services. We have over 17 years in ad-
ministration supporting C-level executives (CEO, Chairman, CFO,
COO, Managing Partners) from small to large corporations and

start-ups.

A VPA virtual assistant can help you maintain the serenity in your
busy life by creating a work-life balance. We focus on the adminis-
trative responsibilities so that you can FOCUS on your GOALS and

GROW YOUR BUSINESS. VPA Solutions can administer your ongo-
ing “to do” list by assessing your specific individual needs, devel-
oping a plan and meeting with you to determine the best plan to fit

you and/or your business.

SERVICES AT A GLANCE

Gatekeeper — VPA can act as your executive as-
sistant with calendar management, meeting
preparation/facilitation and executive liaison.

Meetings & Travel — VPA can successfully exe-
cute and manage corporate, social or networking
meetings and conferences of all sizes. We pro-
vide full service travel arrangements with detailed
itineraries for you, senior executives, Board of
Directors, your clients or sales department.

Sales — VPA can assist in setting up sales meet-
ings, generate business leads and manage your
databases.

Marketing — VPA can provide tradeshow coordina-
tion, assemble, design and produce marketing
materials, brochures, and collateral.

For your personal assessment, contact VPA Solu-
tions today, info@vpasolutions.com

Helping professional work

o  Most professionals waste 25-30% of their
time working on non-billable administrative
work.

. Most business owners do not balance their
books.

o  Over 20% of meetings are unproductive due
to lack of organization and agenda.

e  28% of tasks generated from face-to-face
meetings are never acted upon.

e  Over 15% of business connections and net-
working leads are never followed up on.

WH Yf) Lack of time

Solution!

fessional Assistant Solutions

Hire a VA from Virtual Pro-

more efficiently & effectively.



MY STORY: CREATION OF VPA

Greetings!

I'm Kim Guglielmino, founder
of VPA Solutions, a virtual
executive business support
company. When | was in high
school, my dream was to
become a business owner. |
started my administrative
career shortly after | gradu-
ated high school at age 16,
working for an advertising
agency in San Francisco. At
age 18 | was making recom-
mendations and presenta-
tions to executives at compa-
nies for their ad campaigns. |
knew then | was on my way to
a successful career.

| am based and a native to
the Northern California Bay
Area, with a population of
over 6.9 million. Due to the
over congestion of commut-
ers (I averaged a 2 hour com-
mute), skyrocketing gas
prices, and today’s technol-
ogy, | saw an opportunity to
create a virtual business in

my field of expertise — admin-
istrative support.

Today, VPA is growing into a
multi-VA practice with virtual
assistants specializing in
planning, meeting

management, ecommerce,

event

sales, marketing and general
business support.

My vision is to provided un-
precedented professional
executive assistance, fo-
cused on calendar manage-
ment, travel, meeting, and
event planning for motiva-
tional and Christian speak-
ers, life coaches, CEOs and

entrepreneurs.

God bless,

Bl

Kim Guglielmino

www.vpasolutions.com

PRICE STRUCTURE

PAYG — Pay-As-You-Go is billed
at our minimum hourly rate.
This may be suitable for you if
your needs requires ad-hoc

service or support.

Retainer — Based on a monthly
number of hours, with a mini-
mum of 10 per month. These
fees are deeply discounted from
the PAYG option.

Project Based — The project
plan is based on services for a
specific project, unlike the
hourly plan, it is cost-based by
an estimate of hours needed to
complete your project and the

complexity of the project.

HAVE A REFERRAL? YOU CAN BENEFIT TOO!

We are dedicated to our clients and appreciate all referrals.

When you refer a prospect to us and they become a client of VPA,
you will receive a $50 to $100* credit toward your next invoice.

* $50 credit applies to bookings of 20 hours in one month; $100
credit applies to retainer clients only using 40 hours/month.
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VPA SOLUTIONS

Direct all inquiries to:

Kim Guglielmino
www.vpasolutions.com
Dublin, CA 94568

Phone: 510-260-5951
Fax: 510-380-0454

Kim@vpasolutions.com



