ü 
 SEQ CHAPTER \h \r 1Versatility: Virtual Assistance for the Real World - Edit, Type and Transcribe
· 
MIGHT COME UP WITH A NEW NAME

· 
VERSA-TYPE

· 
VERBATIM TYPE AND TRANSCRIPT

ü 
Versatility offers a complete range of deadline-driven expert level proofreading, copyediting, typing, and transcription services professionally and efficiently.  Not on a deadline?  No problem! We’ll still do the work!  Specialty services include:
· 
Proofing and editing of medical documents and technical documents
· 
Teleseminar / event transcription
· 
Meeting minutes and interview transcript
· 
Corporate letter writing and sales letters
o 
*
Type and translation of historic and family documents (diaries, stories, manuscript drafts, etc.)

Just for fun, we also offer:

· 
Family interviews and transcripts
· 
Holiday letters for personal or business
Credentials:

ü 
Served as subcontract copyeditor for Microsoft Press, and other publishers for technical software manuals 
ü 
Expert command of the English language, both written and verbal; knowledge of current editorial and proofreader marks, including Chicago Manual of Style
ü 
Attention to detail and perfection for consistency and professionalism, technically and visually ADVANCE \d 6
Dependable, flexible and accurate in all facets of production and delivery; paying special attention to time-sensitive and confidential materials

ü 
Possess on-line capability and fax for convenience and expediency
Certifications and Affiliations

ü 
Notary Public for State of Arizona
Member Virtual Assistant networking Association

Member International Virtual Assistant Association

Currently becoming a Certified Microsoft Wrd Speciality

How the transcript process works:

You submit a micro-cassette tape or a link to a recording.


You determine when you need your transcript and agree to the appropriate charges for work.


All transcripts are completed and sent via email PDF file.  If a hard copy os requested, a chard copy will be emailed complete with cover sheet/date/number and title of transcript.

PRICING FOR TRANSCRIPTS:


A 10% discount will always be offered when transcripts are ordered (and provided) in bulk of 3 or more.


A 50% charge will be applied for transcripts that require less than 24 hour turnaround (4-hour original tape maximum)


All recordings will be transcribed verbatim; we keep the following in the transcript: “um”, “uh”, “right”, etc.  Names will be transcribed as best as possible.  When possible, please alert us to any unusual names or phrases within the recording.


A rule of thumb: If you cannot understand the original, chances are we cannot either!  Be selective on what you want recorded and translated.

Contact Us

Download (maybe not on this site, maybe a link)


100 ways to be the Best Assistant for your Boss


Invaluable Phone Interview Tips


Recommended Reading

Affiliate Links:


Amazon.com or Barnes and Noble


Brian Tracy


IVAA


Pro Flowers


Option 2


Wild Woman Design

