NEW CLIENT FORM DATE YOUR DIAMOND PA

Client Name Phone: 01245 630177
Fax: 01245 630177
Client Ref E-mail: info@yourdiamandpa.co.uk

Web: www.yourdiamondpa.co.uk
Company Name

Address

Phone Number

Business Number

Mobile Number

Fax Number

Email

Website

Best form of contact

Nature of Business

Services or Products
Offered

Target Market

Current Promotion or
Marketing Activity

Number of clients

Best form of contact

What are you goals?

Current challenges?

Time spent on admin
(pw)
Number of staff




Which services are you interested

in?  —

How many hours per week /
month do you estimate you may

ADMIN SUPPORT MARKETING Data Backup & Recovery
Bulk Mailings Directory Listings Document Management
Data Entry Event Preparation Email setup

Database set-up & Mgmt Mail shots Exchange Server
Desktop Publishing Market Research Fax To Email

Digital Transcription Advert, brochure and poster design Hardware Sales & Repair
need?

Invoicing and Payment follow Competitor Research Home & Office Networking

up

PowerPoint Presentations Intranet Setup

Are you interested in a monthly
retainer package, if so, which?

Any requirement for onsite visits?

Printing, Scanning and Faxing MEDIA RELATIONS Remote Support
Transcriptions Media Monitoring Scanning, Archive & Retrieve
Word Processing PR Campaigns Search Engine Optimisation

Press Releases

Surge Protection

PA SERVICES Project Management Text Marketing Services
Audio Typing Research UPS Backups
Call Answering Social Networking Video To DVD Service

Correspondence Virus & Spyware removal
Diary and Email Management LT. SUPPORT Web Design and Hosting
Minutes of Meetings Broadband & Wireless

Proof Reading Networking OTHER

Rota Preparation

Cabling Services

Travel Arrangements

Computer Tuition

Do you keep mailing
lists
or databases of info?

Where is your business
currently listed?

Any IT requirements?

How did you hear of
us?

How can we help
you?




Business Action Plan




